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SUMMARY OF CHANGES. OAIGUIDE VERSION 4.0:

MAJOR CHANGES BY SECTION:

EIEE!E!]_9EEE4rc!Loe eted rwo measu@s and chanqed rou. measu@s lo YedNo
requiremenls lrom . pefenbqe. Added lwo mBsures Io the commita serui@ seclion to befle.
delem ne lhe satisfacl on with lhe commina seto @ updaled the chocklrsls in append x A

S89!!9S_UA!.!.IEXA!.SE!EE8AI!9!S: Add6d on€ m€asuro.nd chansed seven m€asu.€s ro
Yes/No @qunenenls Changed b/o sufley ot Salislaclion Measu6s lo retlecl lhe ma nlefance of
Ihe cefielery s grounds ralhertha. theappearane ola loved one 3 gf.v€siie *hich s a measurein
lhe Inlemenrseciion caifed severalmeasues and added soms noles to beter expla n lhe
measues and assisti. detemin'ng @melery perloman@ updaled r he checklisls n appendxA

@ ncGas€d lh€ taaot on ito
measue. and chsnged one 6easu€ ro Ye./No €qu rcmenls. clarifed seve.almeasures a|d added
some.otes lo betler exp a n th6 deasu.es and sssst in delerm n n9 cemetery pedom.n€. updated
the ch€.klisls in ao@ndx A

GMVESITE INVENTORY: El minaled the section companng MAoSS and aOSS g€ves te inventory
lotals lor total, avaiable, and o@upi6d gravesites

I{ILITARY HONORS: Add€d one sufroy question lo rmprcve ca.ly in (his sed o.

9UIS9.U89!.Cl!.S!I8Ae.ru.q Removed the rcqlirement lo lisl lhe conl.acr cosr. stad and e.d
dates tor each annua conlracl

EQUIPMENT AINTENAI,ICE: Cla Red one mea3ur6.nd changed one heasures to Y4/No
equiremonls updated lhe ch€cklists in €ppendixA

EA9!!]!LUAB.]EIA!.SE Mov€d one m€a6ur€ ftod the Leade6h p chaptef concemi|g cemerery
hour sgnage added sone nd$lo beller exp ain lhe mea3u€6 to aseist ln delermining c€metery
performan@. and provided soverelexamples Updated lhe chec*lsts i. appendr A

FlscAL AND PURCHASING OPERATIONS: Chenqedlhree measur6to @flecl migralDnto

SAFETY. Changed one neasure to a Yes/No .6q! fem€nt

c!gI9OE8I-c!E!I!99!! chansed many or lhe quesrions to @rLecl ch.nses in the Bardise
C te a and claity queslions pena n nO to cuslomerc ienl locus

!@8[Eq8.9EEgg!Jg chanqed the lit e or th6 chapler and many ot the quesiions lo rerlecl
changes nthe BaldngeCrle 6 Addeda @feren@ to the 2009 Employee sutoey.

gIEAIEGLqIlA!!!!.q Changed nany of ih6 qu€stions a.d moved rh€ s€ction on s€trin€
orqanzationaldi€clion lrom Le.d..sh p lo €f ecl ch.ngos in th€ Baldige Citeda and clariry
qlestions pe.iaining to acton pl.n developmenl.

tEAqESgllg Moved the 6ecron on s€trins olganiatonar dnedion lo ihe srraregy chapler ro
reflectctunges n the Baldr ge crteria.
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N.llon.l cem.t ry Adfr hblr.tlon
Organi2ational A$6smonl and lmprev.m.nl Prograh

INIRODUCTION
Vo6ion 4,0 - Natlon.l c€n.t rr.3

Tne Natona cemetery Ad6i.isi6tion (NcA) has eslablbhed a tomal progran a.d a
slandardized prccess lo 3ss€ss pslforman@.nd lhe overal o€anzalionalheallh ol Nal onal
Cemele es. Menof al Serui.e Nelwo*s (MSNS), and C€ntral clff c€ codpone.ls. The Oqanizat ona
Assessmeil and rmprovement (oA ) Progran provdes a meanr fo. rcgular and cons stenl
a88€$menl of opeBlional pedomance, ofprog6ss in achi€ving siralegic goa s, ot resulls of
Cuslomer/ C ienl and stakeholderleedback, and oi ai organizatDna cl male lhal encolGges
sbndardzaiion and consislency across NcA Assess menls provid e inlo malion lh at de nt iies a. d
priorili2es co.li.urng frpovefrent opporlu.ilies w h n NcA Th s program enhanes 36ountabilly
lh@ughoulNCAbyprovidingmanag€Gandslaffalall evels with one NCA "Scorecard Aprogram
ol ongoing r€vi6w end assessmonl isa valuab e educational tool lo. manage6. ae I focuses lhe
6nlre orcanizalof of esulls andaccounlabilly, idenlif es b€sl pactices, and provdes a sFlematc
approach towa.ds organzd ona ex@lei@ 11 s a foundalion tor longjange and shorl{ange

TheOAlPogram suppons NCA'S conllnu nO commilme.llolhe use oflhe Dep.nmentot
VeleEns AffaiB (VA)Robert W. Carey Award tor Perromanc6 Exc€rlence and Maco m Baldrge
Naliona Qu. ry Awa.d cnbra as s fia.agemed fiam€work ll enab e! NCA lo documeit tack
monitor, and repon prooress loward 3uc€6eful achiewmenl of Nca opetalianal slandards and

^roasu.es 
in the k€y cemetery operatro.ala.eas ot inlenenls, g

headstonelmalker opeGllons, equipmont mainle.ance, lacllity, mainl€nane, and $lely.

Th s Gu de (v4 oNc)rened6 major updares based o. the FY2009 Lessons Learned
Conference changing program requ remenls Momora Sefrice Nelwork and comel6ry Oi€clor
Gcommendal one, and site visit oul brefs Siet6 velorans @mele os lhat receive assrslance under
NCAs Slale Cem€l€ry Granls Program musl provde assu€nce ltul lhey w llma nlain and ope€te
lhe r @mebnes in ac@rdance wnh NCA Apezli@al Slandads and Moosures The OAI Gu de mav
also seNe as a modellor Stale velerans @frelene3

Th s OAlGuide s a looldesgned to olfer a lEm*olk lor achrev ng overallorganzalionrl
excelence lor VA nationalceneterlee lo include

Progession loward nalional $rine slalus
Accolnlablitv lor morovede.t and na ntenan@ olnatona sta^dards, and
Consislency lor operalioB and perfoman@ measurement

Th€ chapte.s h lhe Gu de paralellh€ cnierla lou.d n VAs Robedw Carey Award tor Pedomanco
Excolence and the Ma colm Ba dr96 Nalionaloualily Award EachchaplefinlheoAlGude
€slabishespedohancecrle a based oi charadersl cs found among the most e(celed penom ng

oqsnizatons nthewo dtoday Each nalionalemetery should complele lhis assessdent guide as
horoughlyand accuGlelyas possible assessment results should prov de the bass for denlrtving
sl€nglhs and prionlzing opponun lies tof imp@vemenl NCA s sendrng assessme teamson.
@lalingbassrocondlctsteevalldonrlo.l nationa ceneteies The teams use lhe completed
oAl Gulde as the r lundamenlal lool Throughuseoflh€oalGlidobynalionalcemel€nesonan
annua bassand lhrough ongoing ste evauatons. NCA wi I fudh€r enha.ce and fosld a climate of
co.unung mprovement and enhaned sery e del very to veteraN and lhe I famil es. lfyou haveanv
slggestions for lmprcvemenl lo lhLs glide. please send th€m lo lh6 oAl Program Managers m lhe
Bus'ness Prc@ss Lmprovement SeMG (4183)



HOW IO CONDUCT A SELF.ASSESSMENT USING THE OAIGUIDE

fo p6nam a cenetery eltiss'ssnent using the OAt ALid6 tha @hotery dircctot an.t setect slalt

. Rev ew the lisi oldocume.ts found on paqes l0lhrough 12 r6qlned lo @mplele lhe

Read through the oAlGurde belore pedom'ng any assessmenr
Involve as many staft as rppropnaFlo ach@ve awareness otlhe OAlGuid6.nd se -

Have a meet ng to establish how the assossmenl wllbe aeomplshed and who wi be tasked
for secic oans ol lha elf.assessment
Revew the lisl ofchocklisls loms and @ports p.ovided lo determin€ il lh€y ar€ helptu toyolr
organrzation to kack perlormance aid co leci dala.
Delehlne $hal aeas you can respond lo Badrly and areas lh.l need addlona dala
co leclion a.d rnfomatDn
Delermine whal areas or specitic slanda.ds, measures, requnemonts and/or questo.s apply
to yolrfacility and wh ch do not

yout aryanizatbn g@s lhtough the se/r-a$essnoir p@c€ss, reneab€r ro:

. Suppon respons€s wilh daia wher6 a nume calpedorm:nce iargei s idenlifed lfyo!donol
have daia, sial6 n yourself-assessnent thal the measure snolbengl6ck€d consdefthF
an opponunily lo slan colleciing data and considerways that you day do so (such as slan a
lo9, use one of lhe checklisls pfovided, e ci coope6tion wilh seBicng siallon, etc)

' In €ses where p€doman@ rarger is 'YES . make sure that you h3ve a docume.lalion
syslem n place fof monibnng resu[s lo ensure your €sponse s supportable. This caf bea
log ora check ist or some other frethod rhat yo! can rely on to detemrne that the Ft.ndard is
being met-even ilvoudonl have to"colnt Yo! mav.so havo an SOP that describes how
alaskislo b€ p€domqd. SOPSsho!d be suoponed bvdocumenlalion ofhowtheSOP E

9944!!!€le!.&-a!]!-9!ggsl9!d-pt-r9'c!-C4d9t99S! Revewdataforwhalitmeans Forexafrpe you will €pod on Timo iness ol Mark ng Graves
(HMNC 31a). The targel is 95.n. yourdalagivesyolfolganzaliona60% vhald@slhis
mean? whal are rhe ex@plions thar crcared lhe d ffere.@? whal we@ lhe reasons tor these
exeplions? Ca.lhese reasons be overcome 50 your organization c.n achleve95%? Whal
is yourAction Plan lo address slch e!@ptons? These are the type ofqlestions you should
be ab e lo answer lo besl lse this guide as a Ioo
Look fo.trcnds in perloman@ to dent ly st@nglhs and opportun ros for mprovement
Enler information nlo lhe docunenl a.d p.ovide orqanzllon dala lo backup informdion

Forsome measures. vo! colld @unl lhe numb€rol I me a slandad is.ol met rather Ihan a I

ollhe tLmes you do neel the siandad to esi.b ish and docunenl cemelery pedomane
Exadples ot thLs @!ld be lo countlhe rufrbet ol vi.ually p.onir.rt .6s lhat a.e nol iree
otlEsh (GM-2 3b )oflhe number ot planung b€ds lhal are nol seneralry weed riee (GM 4 rb)
Anolher example could be counliig lhe numbe.oll mes emetery equ'pment and vehicles do
notpr6enl acrean and neai appe.rance based upon use(EM-3 2a) orthenumberoflimee
nreresl ls pa d as a resu l ola ble Fymenl

upon canpleliah al self-assessnenl:

tdeelwlhlhosewhoworkedon sefi-assessnonl Golhrough each espoNe dala colected.
a^d va Ldale respo.ses anddala



Mosl lmpodantLy, an oAl self Assessme.t is a manasementtool use what you a.d your
slaf have earned aboul youEelves and your cemetery lo improve, lo move loNard, aid lo
make plans lof the fuiure.
Share r*ulls wilh MSN Offi@ andcemelery stall.

Fa ae-up and cmlinual inpaeonenl pdess

\oTe e anpbt al hatu ta Lse th8 Bsu/s ot ,te s4assFs^ned to ) a4 otqenizatbn \ ad\onldae

Using lhe self-ass*smenl dele.m ne ifthee arc slrenglhs to be shared as S!@essfu
Praclicos orwlh apprcpriate cotomunli6s of Praclice fso mako 6rengeme.ls io do so

Erlablsh aclon pan(s)orrevise sOPslo idprove pocessesthatare nol pedomi.! lolaEet
use base n6 data and eskb ish 3 fre.han s6 to galherdata lo va idaie nprovemenl. It you
do nol have an SOP tor a oardcuiararea ch€ckwith volr irSN Olfico.
Establish or cont nue on3oi.g data co lecl on pr@esses to idenlify cha.ges rn process

Review dala pe.odielly and sha€ resuts$d.ly thrcughoul lhe @metery bothiledand

and dala lo lrack oerto.man@ Ircnde ov€r severalass6ssmenls
and dala to supporl budget and r6sou.ce requests
.iddatalosupporthunaiGsourc*proorams suchasnentNeawards
and dala lo manage mo@ efe.l ve y a.d eflceni y
and data lo prepare ca6y Awsrd appll@lions

KEY TO USING THE OAIGUIDE

Acllon PlaB: WheE opponunities fo. mp.ovemenl6r€ idoniif ed thrcugh s€llassessmenl, Actron
P ans may be ls€d ro assist in lhe mprov€ment process. AsampeAclon Plan e avaiable in

Glo$aryr The@ s a glossary at the end of the main ten ot lhe oAl Guide, lo€ted befoe lhe
Appendies The glossary contains deiinit o.s of se ecl words and ph€ses used n lhe OAIGU de
Any word orph€se lhal appea6 n the OAlGuide In boldfae and ilaliclzed, such as Glosary wll
haveadelinillon The u.e of boldf.e.nd ilalic lvD€ 6leds Ihe readerto ead lhe definiton ln Ihe

Llnk to Foms and Roport3: Throuqhoutth€ oAlGuid€ lh€re wllb6 rof€renco to checklsls to.ms
and repons Checkists lon3,.ampesofrepons and I nks to vanous w6bsiles on the VA Intranel
3va lable in lhe Append @s are noled in the lon of lhe oAl Guide with a Nole of @mm€nl (se€
Appendr_) Ay uen! lhe e ecl@n cve6 on ot th€ OA Glide,lhe reader fray double click on lhe
rcontoop€naronorGpodrorlseorviewins,whchever s.pptopiate f you arc c.eating a pap€r
copy and wanl lo have a pin(ed @py ola checkrBl,lon or rcponwithin lhe oAlGuide 

'dentified 
by

an con dolble cLick on lhe @n to ooen the reoon and lhen hil'Prnt " The checklFts n lhe
appendixes are stanLng poi.ls (rdeas)foryour efrelery You€nchange/ mprove any checkisl
(6xcepl the cemetery rc6l.oom checkiso ro betrer meet your €qui€me.ts



SITE VISII GUIDL

Puroose of Sll€ Vl.lt:

Dlingthesitevsl leam membeF wllvaldale rcsults eponed n lhe self.a sse ssment. TheTeam

n Examife data eoorts and documents.
{. lnlofriow iidvidusls snd teams,' Vatidate thatdata reponed is acclrato r6tiabl6 and has inreg ty.! Claify nfomalion ihat isnissn9 orwg!6
rr P.ovid6 obsetoaiions ofcemelery op€El ons io .cude stre.gths, succ43tuip6clices, and

oppodunil es lor improvement, and
rr Verify lhar pGclices descnb€d ln the sefi-assesshentare beiig lo lowed

Oiscu$ioBwilh th. Oroaniztion Priortolh. Sll.Vlsil

The OAI Prcgram Stafi is responsib e for allcoordrnal on and dlelussion wlh lho olg..iat on piorto
the sile visil Al conmun €t o.s behreen lh6 c€det6ry or o$an alion and site vis I Assessmenr
Tem m€mb€rc must b€ rou{6d lhrough lhe OAI P@gram slaff This wi I ensu€ consistency ot
meesage and commun cal ons for both panles and wilprevenl confusion6nd mslnderslandngs

'rhe OAlProgfam Slatf w llschedue a meel ng o. conf€Gnc€ €l to prov d6 th€ cemelery or
oqanizalonwlhb6sc nlomalion aboul lhe proc€ss. Ihis includes schedul6s, aiivallimes and
logLsiiel €qunem€nls (eqlpmeni, meeting rcom n6eds, elc). Itanycemeleryhasqu€siDns
conceming lhe sile visil, p ease.ontacl yolr MsN slaft or the oal Praram Manage6 al the Bueiness
Pro@ss mproveme setoice (4143).

@
.:. LateslSuruevof Salstaclronwilh NalionalCemeleres
{. cutreilTmelinessolMarkng Graves Repon6.i Monumenr Ord€rTime ifess R€pon (MOTR)lor a 12 monlh period
{, An en.Ect conlaifi.g 12 nonlhs olen€€y lsage data.i Lisr ot Disi.l€m€nis/Rei.l€fments to. a 12 month Derod
t List ot nitial Buiab acmmd shed over lhe asl90days
* Lisl ot subsequenl Bu.las aeomplshed ovq lhe lasl90 days
n ListolComplet€d Reseruarionvsel Aeides lor the asl90days
n Lisl ol Cancelled Resetoations/SetAs des tor lhe asl90 davs
..1 [iADss MonthyAclivity a.d Slatus Slmmary (5CF 1)
t Number of R$erual ofs Enteed into Boss
.:. Qu.de yAcc!6cy ol Inscndion ordors n Nationa Cemelener Repod (FYIo)
., Lisl ol a I Head6lontMafker Rep acemenl oders fofthe asl12months
.:. Latost Grav€s te Assessment Repod
n Gravesile Ass€sement Samole l1O0 G6ves)
f, NcA Mi.or Conskuclion Prolecls - Proposed Ope6tng Pan, and the MSN Five-Yeaf

,, NCA C€met€ry Osta A@k



e.sd!.s!.9Us!9889![9

Assessment Team menbeB wi ladherc lo a Code of Conducl which del nes and descibes lho
p@fessionalsmwithwhchlhesitevi6ilwl b€conducted Each tead nembef wil signthecodeot
Coiducl wh ch wilbe given to the Cemetery or Offce Oieclor pdor io the slad ot lhe site vis I See
Appendr F lor a copy of the Code ol Conduct

gl!d!!-U!!!i!s

The fi61 oder ol business on rhe initial day ot lhe s l€ v sil is lhe op€ning meeling lo intrcdu@ 3ll
padies and to sel lhe sltuc1u€ for the oAlasse$menl Team s site visit. The cemetery or
organzalDn s leaderchip its selt-assessfrenrl€am, as frany stail as possib e, MsN obseflec and
lheOAlSiteVslTeadwilattefdlheopeningme€ling Theleamleaderwil startlhemeeln9.
nt@du@theleam revlew the site visit p an. and open lhe sLlo v s I

99drs{!s.3!9s!l9Jri!
Tho l€am w lfo low the s le visit agenda and p an, subjecl lo perodic adjushents acco.di.g lo ns
lindrn$ or op€ral onal @qu rcmBnts al the @melery Tho 16am eader wi I keep the faci ily s
eadershp nfomedoianycha.geslolhesilevsilagenda Theleamwl meettr€quently. maink n
complele and tho@uoh woft papers and nd$ d€velop a drafr .6pon for ezch assigned secl on and

The le3m wi I be very €reful not to redove any ong nsl documenls iiom the €melery, bul wi I make
copies ol documenls where appropdate to supportfind'ngs

E4-e!e!!l
Al lh€ end ol the sil€ vlsit,lhe oAlAssessm€nt T€am wi I me€l lh6 cemelery or oroanzahon 3
l€adeFhip, its sel assessment tean and olhers denlilied by managemenl The man plDose ol th s
meetng isto review ihe silevisitprccess i.ciud ng the repod schedu e, provide relevant h ghlighls
(e! succ€$t! p6cti@3 obseru€d) @view Ihe d6t Naliona C€m€16ry Shrine Scorecard.esulls
and to answer queslions. The cemeiery lead€Ghip w I aso be asked how lhe oAlsite visil proc6ss

Sile-VlllAelerE

The leam is responsib e lor p@panng a d.ei repon ot l.d nqs duri.g lhe sile visil. The dEft w lbe
used by lhe OAI P@gram SIafi lo prepare lhe prel minary and f nal @ports Th€ pr€limrnary repon w I

provide 3 summary of the oalTeam s etforrs ro conlirm the rcsu ls reponed an identil'cal of of
ope6tonalskenglhs and opportun lie5 tor ihp@vement. and lhe.esults of lhe dElt Nationa
Cemetery Sh.ne Sco€€rd The lnal.eporl wllprov'de deta led leedback to the orga.rzal on.
varidate lhe oqafizarion s pedomafe on NCA s Op.ntorr, Sta".la..E aa., Penonaoco
M€.rures and idenlily the leams overal nnd ngs, stength3 of lhe organizalion, su€esstulpradrces
whch coud b€ poientia besl p€ciies thrcugholt NcA and opponlnities lor improvedent Bolh
epons s lalso provide a lollow up and oveEighr proc€ss insliruled by NcA as a resu r orlhe 2009
Lesso.s Learn€d Conlerence



NCA ORGANIZAIIONAL ASSSEMENI & IMPROVEI"iENT GUIDE
FACILITY PROFILE

N.mo ol Porntol conLcr;

L..d.6hip T..m (nam./thl.):

r-sard;61;o r.init
i_Nunb€ror EnPloye.

Crlllcal lssu6 F.cing Your F.cility:

o.te cur.nt s.lt-A.....m€nr si.rr€d o.t curEnt Sell.a..or.monlcompl.l€d



LIST OF ITE S IO USE FOR COMPLETING THE SEIF ASSESSM€NT AND TO HAVE
AVAIIABTE FOR 

'HE 
SITE EVALUATION

Ch.pl€r1: Proc.!! M.n.gemeni,, Inlement Proess ns checklis( (lasl12 monlhs), il used (O 2.1lhrough lO-71),, CemeleryG.ounds Managenent Pan (Gtr,l-j.1a b c)
l, Grounds Ma nlenance Checklisl (lasl12 monlhs) ir used (r,iosi orthe grounds manlenance

measures and requiremenis !9I GM-2 4a)
,1, cure.l G6vesire Arsessmenl (Gir-2 4a, HMNC-41a, HMNC-4.2, Strateg c Plannng 34)
* R€eour@Conseryationand Re@veryActRepo.i (moslreen0 (GM-5 1 GM's 1c)
!r MAoSS Sc@n04. Ivisclaneous Ma..gemenloat.-Monthly(asl 12 months)
n urftyand FlerBirs (rasr 12 months)(Utiiry Eirand MADss usage @mparison)
rr Gravesire Layour Plans (lO-21)
rr l-leed$one, Ma*erand Niche cover Ma nten.n@ checklist (last 12 monlhs), 

'l 
used (Mosl

Eeadsrone, Mader Niche cove. Measures afd eqliremenls, NqI HMNC-4 1a HMNC-4.2),l Monum€nl OrderTimellness Repon (HMNC.1 1. HMNC'3.1b)
n CurenrT'ne ness m Ma*i.g Graves Repon (HMNC 3.1a. SrEregic P ann ng: r)rr Cur€nl InscrplonAccuracy Repon (HMNC-12 SlElegic Planning:2)
* Resetoat on/Sol Aside Los (To compare $€ MADSS sCFr and BOSS Reseoal on Data)
.:. Cur€nt MADSS Monlhly Activity and StalusSlmmary 5CF1 R6pon (see€bov€),, Conlract Fles (To review liles for lhe to ow.g tems)

o Copy ofConlract
o COTR Lener of De egation
o nspeclion Reports 0asl four nonths) and/orcontracl Activity Log

l.Operato6Prcv€ntatvelvantenan@Checklsl(last12mo.lhs)ifused{EM'23,Etr,l-32a)
* Eq!pmenl nvenlory Lisling (E L)and additionalinvenlory recods eleclronrc or paper (EM-

21. EM-3 2br
* C€melery Equipment Mainle.a.e PrQram (EM l.r, €M-2 1)
r Repods olSuryey (lasl12 months)(S!ruey queslion under Equipment),i Requned Restroon checklisr (last 6 doilhs)(os-r.1a one checklisr ror each reslfooo)
rr Requ r6d Facilles Conditon Assessment (cu@nl Su ld ng / Skuclu€ ScoE Sheel lor each

building and sttucllre and the curent Site Score Sh@t)iorcenelery inc ud nq attsate tite
rac I es ir applcabe (OS-i 2, OS-i 3a. OS-1 ab, OS I 5)

'r Conslruction PO6ciApplcal ois (lasi 12 monlhs)(compaG projects to Faciily Cond t on
Ass€ssmenl and actual bu ld nqs. sl.uclures and tealures)

* Frscaland Purchasing Fies (Fiscaland Purchasing Operalions)
o Girt Fund and Oonalion Records CurenlFYNatona BotlerRecord Purchase

O.dere: Plrchase Cad Od€6 Purchase Ca.! Tbining documenlalion RSD Form
F2O0 Recevno Repons:CenrlLed ivo @s,r SOPS an.lorAclon Plans developed for mprovemenl if applicable:

o nlemenlOpe.atons: Grounds Mainlenance Ope6tions: Headslon€ Ma*erand
N 

'che 
C ove r Mainlenance Oper.l Lo. s Applicalio tulE rig ibil ly a nd Sched! I' ng Pro ce ssl

Equipment Maintenan@ Ope6( onsi Faol ti* Mainlenan@ Op€€lions; Frs€.
Purchas nq and Conkacling Ope€tons

,1, Suryey ot Salisfaction wilh Nalional Cemetedes (curent @melery r€pon) (10.6 1d, lO-4 1b,
lO-42 GM21d,GM29,GM3.3 HMNC-41b, Ol.lc Miitary Hono6 andOSr4a)

,, Monlhly Fre Prevenio. and Sately Inspeclon Checkrisl0ast l2monlhs)(Salelyqueelon)
n osHA Log and Accideit F res (last 12 mo.ths)(os,3 1b os 3 2b os 3 3b).r AnnusrSafoly Inspeclion Repod (mosl r€c€nt) (sar€lyqueslon)
t sarelyMeering minur$ (asr4m€erings) (Salelyqueslon),, Cuft€nl Emeqency P.eparedness plan (ReviewPlan)
.r CurentLrslng ofEmpoye€s (Compar€lo @cal rosle elephofelree),l SOPS a.d/or Action Plans developed for improvemenl, il app icabler salely programs.nd

p€ci €s, and emeae^c-y prepa@dnesspans



Chapler 3: CGlome, Focus
t CustomerConplaint Los (lO-3 2brlO'1la GM.61)
* Clslomer CompLa nt Oala aggr€galed by cat€sory end .umbe. e@lved 0ast 12 months)

a Clslomer Compiment Log (GM-1 1. b,c)
f, cuslomer Conp imenl Oala agqregated by calegory and numbor re€ived (lasl12 monlhs)

l. LoHlcusiomerSatslaclion Sutoey il used
n Suryey otsalistaction wlh Nalionsl c€mden€s (clrent cemelery repod) - (cu$omer

satislacl o. Deiemi.al on)
ch.prer l: worKorc. Focu!

* oocumentalion lor Employ@ Rewards and Rocognil on (lasl12 months) {Review how
empoyee €wards and recognition is ink6d lo NcAs slandards and Measures, organrzatons
aoa 3 and oblectves).l Alornaleworklorce Intorfiation (asl12 months) (Revew how lhe AwF ls utilzed)

n Examples ol Indivdua DovelopmenlPl€ns(Reviewhow(helDPsorlkesysl€misutllzed)
ra {uandaroryTrannq Docume.ration (LMs Repons),, onvers Licens€ Validalion Repod,r Edployee Salisiaclion Sutoey ii used (Rev'ew how lhe salisraclion s!ryey s dep oyed to

,l SOPS a.d/or Aclion Plans developed lor inprovement of Cemetery Slsfiwearing Appropf ate
Ati@ ifaDoli€ble

chapter 5: sr..teqlc Plan.ing
n Cuftent Cemelery Aclion Plans WuDdates
* Sutoey ol Satislacl on wilh Naliona Cebelenes (clrenl emelery rcporl)- (SlEtegic

* Examples ot clnenr Pertoman@ sla.dads (linkage lo NcA s slanGrds and Measlres
orqan zalions goaLs and obtectNes).t curcnt oaan zational chan (compaG to FIE a loetDn el1e4

i Curenl Annlal FTE Allocalion L.ner,r cureni Manageneni Contro ReporlChecklrsl(o.Al23tempatesasappropnale)withAclon
Prans (as appl€be) G€vi6w dale and rnd nss)

{ AnnlalSraremeft orWntren &surane kev ew da(e and rnd nss)
n Cemeleryvafiance Repo.t(5) (@niaini.g asl l2months) (Reviewlorvaaan@s geaterthan

.] Curenl capilalAss€rs Inv€nlory (wilh apprcprai€ supponing docudenls for a lhislofic obj€cts
and memoia s)(compare al h storcally siqnifcanl objecre ro ca )* Aulhorizal on for cemetery Stali to approve purchase orders, purchase cad oderc a.d
receipt ol erpendabl€ and non-€xpendabo suppl66 (most €cont) (review ror being cutrenl)

!1 Time and Allenda.ceAudl (nosl receft) 1r€!i6w dale and rndings)
n MADss oulreach Repon (mosi recent) tsv 6w tor types ol outreach tequency, and

+ C!trent Fac ily Secufty Po icy Handbook (Ev ew to. be ng curenl.nd comp ete)
n Informalion Manasemenl (GM- 1 1a b c)

. hformalon Iechnoogy (T) lJserLst

. Signed Rll€s ol Behavior lor.llemployoes, cwls conkacloG, and vo unlec,
(rcvi€w for being curenl and compete)

c Invenlory List (Gview roraeo6cy)
o D sposalof Equipment Requesl Foms fof Excessed |-r Equ pment teview for

tide ness ?nd daltsoftwa.e remov.D
o Key Los (€view ror b€ ns curenl)

SOPS and/or Aclion Plans deve oped for mprcvement for Handr€p A@ssibi ily, Secunly and



CHAPTER 1I PROCESS MANAGEMENT
(For N.lion.l c.n.t ri.3)

D9-pqp9sc-pt$!9-eEd9!sls. oemonstEte rhal pro@sses a@ monitored. deasued and tGcked
oemonsl€te how key prc@sses are manaled lo promole improvenenl and su@ss
Repoh pro€ss pedoman@ levels, trends and mmpanso.slor p.oducls, seB ces,
bus ne$ and suo@rl oro@ss€s
Oenonsvateeffeclive proc*3 mproveme.t

Setolces and BBine.3 Pr@o.ros

comp ele lhe cemelery Results column in lhe lol owing tables lo documenl your prcgress bward
meetinq targets provided in tcA opotational standa,& an.r M.8ut6v4 o.

Inr.m.nt Op.r.tloE (ro)

lO-2.1. Inlemenlsectons
march g6ves le layoLn pbn

2.1.: gEves'ree malch rho curent

2.1b: G.aves le layoul pla.s a.e seit by

gravesiles present a neat
app€aGnce pior lo blial.

3,1: G6vesitos a€ercavaledpropedy,
at lhe properdepth,3po ls of sod
appropr ai€ly removed or made
p€senlabr€, and headslon$ for
reoDeneF aooroo(ale y Dla@d

10.3.2. degrry of exsti.g
g€ves around rhe wo*rire

3.2a. Corecl v6 act on lo repa I damage
lhrough &ily op€61ions is niliat€d by
close of business th€ samo day
3.2b: Nunber ol complainls lrcm ! stors
and family membec aboutthe condilon
of a gGve damag€d dueto nlermenl

0

3.3 Open g6v€s a.e polecled by
aDproDnale dev Gs whil6 ln.ttended.

rnstalal on a€ suficent for
lhe needs of lhe @melery

3.4a: Arc oller buralre@placles p aced
n a man.e.so lhey do nol obsvuct
oelpied graves o.hinde.lhe flowot
t@fiic lh@uoh lhe @melery?
3.ab: Doe! the cemetery maintain .n

re€pracles?
3,ttc: Outer buial cceptacles required
tur in!@ nstallalion a@ stored in
appropiale location away tom publc

12



lo-5,1: Allcaskels End ums
afe chected and ver f ed to
assu€ accu6c p acemenr

5,la The per@nl ol caskels and urnslhat i 100q,6

are p.ope ylalgedand pla@d in the
corecl aEvesilo
s.lb The p€r€nt ofcaskels or ums that 100q,6

a@ undamaged by cemet€ry slatl from
re@iet throuqh inteme ooerations i

bunayniche siles ae @veed,
i.(ially groomed mad{ed and
pr6senr.ble fof v eno6 before
c ose ol bus ness each d3y.

6.ta: Daily ntemenr or inumment sies
a.e ma*ed wth a co(ect and algned

6,1b. oailybuialsaG evelwlh lhe
suround n9l€rain (amped, rak6d
smooih a.d made 6ady lor the
apD ical on ot se€d or sod
5,1c: Daily burals have llo€l
arcnq€ments neallv D ac6d on the orzve
6.1d: The percanl ofrespond€nls to the
an ua SuNoy of Sstlslactlon wlth
/V.&iorui Codoroiior who agee or
slrong y a9@6lhal lhe appearaie of
lheirlam lvs o€ves e s ex@llenl

discipl.od orolutlon, nat a

7-1: Subssclions show evidei@ of
progress loward cofrp€lonigrass is
be nq estabrished, headslones and
hafteB delvercd a@ beino set. excessna6e6 oer ve,od a'e @ng 3er e'cess
did, debns, toos and equip;€ are

NafE: s6e Appendix A lot a sanpte al an tntetu.ht Pt@6ssng checklisr which 6n be used to
lrack pedomance and @llect dala

NOTE The cemetery staff may we an er@ption 6pon to documenl when national l3rgeG a.e .ot
mer (especiary o,5.1a and o5.1b)

l



104.1: Commnalsefuces
are conducled wilh dignly
and respecl for the dec€dent.

lo{.2: Commlr.l seryices
are @nducled n clea. and
orde y shelle6 lhal Prov'de
tor lhe sately. privacy and
specLal needs ol the lam'ly

l.l.: The numbef orcompa nls lrom
visiloB.nd tam y membeB aboul lh€
commita sery@ when lh. nal ofa

l.lb The p€r@nl ol rospond€nls lo lh€
annuat Suryoy ol Sa .lactlon wlth

^/rroml 
C.r€t .Ls who wee

somewhal or very salislled w[h the

4,2: The p€rcenl ol Fsponden(s lo the
annuat Sudoy ol S.ttsractloh slth

^/rlioml 
C.r.l.rLs who aqree or

skonlry ag€e lhallhe @mmndsheler
was c ean, tree ot sareq ha2ards and

4.3: The @metery prcvdes
seMce or has a prografr ro

0 -]

9!9!!rt!-Ur4g!9894!3!

un.c.omDnl.d vots@s

Grolnd3 Malnlona.ce {GMl

a ll you have 
^ol 

met lhe Portomrrco l&gelr tof any ol these slandards, do yo! hsve actron
Plans or updared soPs rn place ro imprcve intemenl ope6tio.3 (blnal pro.ess and cofr mrnal
sery'@) p.oe$ pedormane? Itso,peasehavelhem.vaiabelorthesdeevallalonteam

b Are lhese olans in.luded and @soured 
'n 

vou.A.l o. Plan?

GU.l-1: Al marntsnane
act'vlies are ncllded rn a
.unen\ c@.t ry Grounds

l.trr The cedetery hasa wiflen
cune.l comotqy qound.
*t n.g.r. Pranftal nclld* a!
grounds manlenane acrivir es and
schedu es lor rhose acliv 

'esl,1bt lhe Conotory Gnua.re
,t nrg.r.ra Prfl h3s been reviewed
and updatedhlhnlhe last 12 mo.$s

YesLl.: The cenerery s acconplshing al
activ ti6s in rhe r c.motory Grclrd!



eM-2, 1 | Vsualty Nonlront

eslabrished, heallhy stand ol

GM-2,3: ALlluri is tee ol

eve.y gravesite blends nwrh

2.1b: wsualy ptohtn$l eawjta
established ild .re gono€,t tre of

2.lct Viau.lly ptoalnqt ar.$ ate
mainlan€dwthnono i.ch above lhe
ranqe oirhar which is profess ona y
€commended lor thdl qpe a.d reg on
accord ng to th€ Codor.ry Grcurds

3ircngly agree lh€ m6i.tenan.e olthe

2.1d: The pe.cent ot respondenls !o the
an uat suv.y ol saaslzction with
N.riotul c.hetqls ||ho agt@ ol

95%

I00%

c€meleto orou.ds is s^@llent.

2.3b: The p€renl of lud in visuany
p.omir@l a@s that is f@ or t6sh

2.,1b: The percent ol slnlron g..ve5
that have been idenlifed andaplrnof
action developed lo re+stablish lhe
ground eve and coverwirhin 30
ca end4 days ol lh€ dale denlifed

2.1.1 vis@llv Dtonln@t.t.8 arc

2.2: Cemelery lurt is compaliblewilh th€

2rla: The Percent ol graves tes lhat
have grades, whch are leveland bl€nd
wirh adiace.l orave levels.

2 E9!!9E9!9j4!!!-S!!J9!!!9!,4lCd-e!9!!: complote the chad bd@ to.epon how many
sMl€, gavesit€s you have denlliedlorrepandurng the asl12 monlhe, howmany have you
planned to .epai and the acllal number repaied Beprepared(odscusshowyoudocumenl

;rmiro



G .2.5: Tudaeashave 2.5r Vbually p.omin€d areas do nol
showeviden@ ol slandinq warer

GM-2,6: Visua ly prominent
aeas in lh€ @melery a@
propedy linmod and edged

2.5.: Headstones show lud is hmm€d
lo the recommended mowino heiahl
2.6br MalkeB 3how lurf edged verlica ly
even with th€ mark€r and 3€ fiee of

2.6c. Other lealur€s on cemelery
grounds .€ rimm€d or edged w lhLn

op€ners avoid damago and
eneu@ continual on of a @l-
establlshed healthy sbnd of

2.7.: The p€rc€nt ot g6ve @PeneG
durng ihe gbwn! season lhat show
healthy lud G-€ltablishod within 60 days

2.7b: The percenl otwi.tefq.ave r€-
opene6ihat show hea lhY lurt re-
esrablish€d wirhin 60 days of the slad or

__ lhe of@i.o sea3on
G -2.3: Avoid d.mage 6nd 2.8: Turldamagedueloqrounds
ensure conl nlal o. ofawell- manteiai@tdsks sidentlledand
estabished heathysrandot cotrecrive action inriared by cro.6 ol



W.to.wls. and Olh6r Low lr.inl.nance

GM-2.9: Thi!!r.nd..d
!ppll!!-9!!y1lS

2.9r: GEvesite areas e@ cle.ed ol eave.
and olher nallEldebris as needed or at east

2,4b. fhe pet@nl al vku. y prcmhenl
a@s lhat is iree oi t6sh

2.9d: The pe@nr ol s/rt., gav6 lhal
have b€€n identiied and a plan or acl@n
devoroped lo re *tab Bh lhe ground level
w hii 30 carend4 d?y!!:l!! !blq!!!9!!!11!!!
2,90: Vsua lv oromine.t a€as do not srrow

' gEUEIEElEgulrns
SendorMlnoralAassd
Gtound Covor. Vlsually 2,9c The per@nt ofgravesiles lhal

grades that ae level and blend wiih

i9reg.l9]9t!-_

Ievidence of etandirc wal€r

^/.t/o4al 
CeDetet6 $1ro agree or slronlly

agfe6lhe overzll appearance of lhe nalional

NO|E: see Appen.lix A fa. a sampla of a Graunds Mointonance Chec*lisl whi.h can be used to
lrack penanance and catlecl dala

3 For welor wi.6 c6meterlo. sllh orave.ll6! u.lno s.nd or Mln.r.l 8.56d Groond cover
ares; Completelhe chadbelNlo epon how many 5urk6, g/.v.sil4 you have dentfedfor
reparduinoth6 alr 12 monthe howmany hav6 yoL pannedlo reparand th€ aclualnumber
repair€d. Be prepared to discuss how you doclment these rudb€rs. _l

Note: To determine the number ofvisually prominenl areas on lhe cem€lery grou.ds lse the
delinlion nlheglossaryandidenlfyhowmanyofthetolowinga@asyouhave: acemetery's
ent6n4way a*embryarea niementareas, plbri. nlomationburdng @nmnla seeice
shelte(s), vrsrro.enrran@ lo rhe admin strar o. blild ng lodges a.d other blildings rn prominenl
ocalo.s and/ofm€mo alparh)ortopooBphywhchmakesiheareavisualyp@mn€nl These
sreaswould the. bewhere youwoud appiythe slanda.ds and measu.osthatcal for@nelery
perfomance based on lhe number or per@ni of vlsually prominenl areas
The curent Gravesrc Assessmenl Reponrhould be used lo docude cefrelery perlorman@ror

then arc d.nqa v w.e.! h@,
2 99: Headslones and nad\e6 appear raled

2,91: Headslones and malkeFwith sand or
mineral based grclnd cover surou.drng

2.9h: The p€r€nt of9rav6 r€openers lhal
aE €k6d aid grcofred to relurn th€ gGve lo
ils orioina slate within lhe sameworkda
2.9i: The p€f@nl of.espondenls to lhe
atr ral StNey ol Satl.Lctio. wirh



EE!!!gE9!!

GM-3,t: Trees 3nd shrubs
('nc ud nq donated trees) are

3.1r Trees aid shrlbs (includng
donaled Iees) are cohpalible w(h the

GM-3.2: Treesand shrubs
are hearthy, v 9ofo6. and
fre6 ol p€sls and disease

3.2r TE* a.d shtubs arehealhy,
vigofo!3, and lrea of pesls anddise.se
and/or are they daint.n6d m
accordance w lh ih6 coDolory Grcsrd5

GIU-3,3: T@esandshrubs
are mainlained .o lhal they
enhafce and do.ot delracl
from (he appearane ol pubic

3,3: The pereni of r6spond6nts lo the
6nnu6l S!rvoy ot Srdsf.cdo, dlt
taronal C.d.l.res who agree or
strongly ag@ lhatth6 mai.lenance of
olh€r cemelery andscaoina s ex@lenl

Gll-a,t: Cenelery ptarurt
,.ds are we I mainlai.ed,
anfaclive and @mpal ble wjlh

4,1a: P a|l mrleml rn the pr.rtt 9
b.ds is conp.lible wlh lho g6o9rephic

4.tb: The percent ol prr.ting ta& thal

a.lc. Prants npt rt gb.dsare
he.lthy, vigorous and tree ol pe.le a.d
disease and ar€ daiitgined n
.@odance w lh lhe CoDolory Grcqrdt



Wa!t. .nEd.m6nt

5.1: Th€ cemet€ry padicipat€s
organrc.ecyc ns prcgram.

GM-5.2: T6sh s e lecr€d.
d sposed of and does not

5.2a: The cemetery has acentall€sh
@rleclion point esla blished in a lo€lion
sc@ned from rhe Dublrc vies.
5.2b: Publc-usq lrash @ntarne6
adequate in number werlmafted,

5.3: Cefretofr srolts 8rers a€ localed.

5.2c: The..lDna @meiery padicipates
n a so .t wasr$tocycttng prcvam,

GM-5.3: Spo,,i r@! do nol
@ncealed or ma ntai.ed lo m n mze

Tr..h. sooll. AF.s. M.t.rial! storaoo Ar... .nd Grounde M.int6nancs

mainle.ance aclNlies do
not detracl irom lhe d gnily

0

99r9!S.1,
GM.6.2: Alareas lhere
€melery opemlions havo
been conducl€d are neal
cean and tee ofdebris and
equ pmenl at the e.d ofthe

6.2.: Debis €quipfrent tools and
suppies are cmov6d al lhe conclus oi
oteach task or al th€ end ol each

5.2b: Roads wa kwaF. rhelle6end
buia sect o.s are lree olgrounds
mainlenan@ deb s bylh6 end oflhe

cu-s.rt crcq (otsantc)



FloralPollcv

Cemetery Admin stratron s
noralpolicy s posled whee
thelalgesl numberolvslors

5.3: Floral regulal ons ae posled
vis@lly ptohlh'nl at@

vss€s arc wellms ed and
6.1.: Conlainers for lloral
marked, cLean neal and in

lhe conbinets and vrEee ar€ Srlb: Flo.aL vases aG clean and

4 a llyou have nor m€l lhe P.rtonan.. Ia.g.rs lor any oflhese slandads. do you have Acl of
Ptansorlpdate! soPs n pla@ to improve o@onds mainlenan@ operatrons process
p€doman@? ll so. please have them avaiable tor lhe site evaluatro.leam

b A€lhese olans nclud€d and rcsourced in vourAclon Pla.?

5 H3v€ avaiabLe durn! lh6 sit€ 6valuation and be prepared lo d scuss a copy of lhe mosl re@nl
Resource Consedal on and Recovery Acl Repon lo showlhe cedete.y s nvo vement in a so/d
wasle t@ycling Nogam a d lo show thal Ihe emetery's purchases ol rhe fo low n9 designated
€PA orcducls a€ i^ a4odan@ wth @lneme^ts ol lhe slarutes and Execllive orders

Palk and Recfealion Producls

Nonpape. Oftice Prodlcls Paper and

Lands€ping Prcducls
Miecelaneous Producls
Vshcular Producls

Review and vaiidale lhat energy csource usag€ as repoded n lvlAoSS malches usagebased on
lhe aclual ul litv bir s for lhe oast r2monlhs l"lave availab e lof the sde €va ualion ,nd be
pepa@d lo dis4ss a copy of youf Enerqy Resour@ Dala eported rn MAoSS on Screen 0.1,

M sce aneous lvlenagoment Dala - Monlhly,lor lhe asi 12 monlhs and Ihe suppon n9 dldy
stalemenls for lhe sade penod.



H..d.ton., U.rk.r..d Nlch. Covor Proco$ (HMNC)

HMNC-I.l: The rcquesttof a
headslone, ma*er or n'che

HMNC-t.2: Ins6piondala

1.i: The p€rent ol hsd$one. dalter
and niche cove. eq!$ts thal a@
Insciflion Apprcv€d (Gleased lfon Ihe
cometery 

'n 
Boss) w(hi. seven

1-2: Th. erent ol nscdDtD.s ordeed
..|€ndar drv5 ol inrermenl

lhat are accurale and comolele

eodered wiihi^ Mo woddays or

2.1a. The peicent ol 
'^scnbedheadslones, malke6 and iicho cove6

rece ved danaged thal are repoded and

HMNC-2,1; Al headstones
h3*e^ and nrch€ @veB arc

'nsp€cled 
and veitied lor

HMNC-2.2: Headslones,
m.rlers 3nd niche @veB src

2.lb: The percent ol headstones.
mafteB and nrche mve6 c@ived wilh
Lncoffect mscaptions fhal are reponed
and eode@d w lhln ndo workdays ot
de iveto or nsciolon o. ste

maded wirhn 60 days ol lhe

3,1.: Th6 p€r@nl ot g€ves madedwilh
a pemanent hoedsfone oafier or.che
cove. thal is set wilhrn 60 days ollhe

3.lb: The por@.I ol hea dstones,
ha4e6, and niche cove6 sel wilhn 1o

2.lcr The pe.cenl oi inscnb€d
he&lones, malke6 afd ficho cove6
reeived wth poorqualily lhal a@
@poned and Gordered within trvo



HMNC-3,2: Headslones,
mad(ers, and n crre cove6

H NC-4,1: Headslones
maAers and niche covers are

HMNC-4.2: Properheight

verii€ly ali9ned Mth inscnflior visib e

i,'--1 ";1",';gl
3,2a: The percenl ol uflghl headstones
n curenl 3q!!g!9r11 ections lhat ae
nstalled to be u.'form n heighl (24126
abov6 grcund) and honzo.ially and

and inslalled to ensure 3 p eas nq top
Inewh le conpensal n9lofground

3.2b: The p€r@nl of tlat malke6 n

iqIlqude! secl ons lhal are insla led
to be un fom n h€ghl(pa6le wilh lhe
grolnd and no hoGthan l above
grade) and ho.izonta ly afd vedi@lly

4,1e: The perco.t ol headstones, aid/o.
na*ers thal do iot showevidei@ol
debt . at obl@tlonablo accunulations,
4r b-, TdttEnit respof nrs
annr. SuN.y of Sallsfaction with
Itatora, C.d.r.der who agree or
sl@fgly agee lhal lhe upkeep ot

HiINC-4.3: Headsion€.

operal ohs (e I niemenl

h6adston6, ma erand n che

headslones. markeF and niche cove6

4.2: The per€nt oi headslones a.d/or
Faders in a national€metery lhal are
at the poper heiehl !!!Lal snmeil

4.3. The nlmber ofhsadstone, ma ef
and n che @ver.€plsc6m6nG wnh n fte
bsl12 monlhr dle to damage dunng

3.2c: The per@nl of niche @ve6 rhal
are insta led to be honzoitalryand
venically aligned The p@per bsefi.
and secuilv screB are used.
3,2dr The percent otheadsto.es sel in
9!is!i!s_E9q!19!! ihat sr6 nsta led io b€
un fom h heighl lilh headslones in that
secnon andlof ae sel lo ensure the

22



insg pt ons are visibLe rnd
legibe as app@p ale for the

damaged beyond Easonable
@pair by act ons oll6ide lhe
cemeletos conlrol(e9.,

accidents) that are repa €d

HMNC.4,6r Headslones
markers and nrche cove6
lhal are no longsr lseable
are disposed ot in a manner

h..&ton6, markqs ot nlch. cav.B
.€pla@d dunng the last 12 months lhat
a@ ep ac€d witha headslone. maderof
n che @veroflhe.ame dimensions

roasonable r€pa f. sro 6n or defrcod thal
a@ epaned or roordo€d within two
calendar days of lhe date damag. s

'1,5: 
The percenl or headslones, dafters

and n che cov€Bdamag€d beYond

4,4: The percenl ot risloricat

4,6a: Headslon* maftec, and nDhe

1cflk

s/drfrcrrc€ ol lho mader. nale al insci Ption a nd lealu.€s.

cove.s rh.l are no ongeru*abie6r€
deslroyed in a danneflhal obliterat€s
the insc plion and disposed oi lo peve.l

4,6b: Bronze m3 6rs o.niche
a@ ecycl€d wirh n one yeai of
from the arave or niche:

NorE seo Aopandix A fot a sanpl' al Headslan9, Make( and Ntcho cover Mainlenane checklisl
whbh 6n be us6d to tmk penmance and @ll6cl dala

o Many ot the measures n lh 6 66ction con@h lh€ !149!!9!9 of orderng repla@menl hoadstones
marke6.andnichecovers(HMNC-21a b candHMNC45) Th€ lalgol is to reorder lhe
replaemenl wth n two wo*days of either delivery (HMNC-2 1) or dentifical on (8t'rNc-4 5)

o srandard HMNC-3 2 @ncern ihe !4iliglbgbll4tll!! of he.dslones (HMNC 3 2a) malke6
(HMNC'3 2b) niche @ve6 (HMNC 3 2c) or Gplaemenl headstones (HMNC-32d)

o Measures HMNC.41a (creanriiess)and |_IMNC-4 2 (ptoper he shl4d a ignmenl) concen the
mainteia.ce ofheadstones and/ormaRerc lhrcuohoul the cedetery cemel€ry F.fomance is
determ ned throuoh lhe semi..n!.lgravesle dsseEsment and can befound n that epon

o The cefrelerys ldonume.l OrdeiTimeLiness Reporr (MoTR) can be used to documenl cemelery
oerlomance lor HMNC-1 1 and HMNC'3.1b.

21



ort Collection Period I H€.d.lon./Mrrk.E

Codp ete lhe chad beld
and rea gn dunng the rast
aclualnumberE sed and

to repo.i h@ many headslone and mafteGyou have
l2 months, h@ many have you p a.ned lo raise and
realigned. Be pepared to drscuss howyou documenl

complete the chad belowlo repon how many headstone, ma*erc and niche covedplaques you
havedeititiedtorcleani.gdurinqthelasll2nonlhs,howmanyh6veyoupl6nnedtoceanand
lhe aclualnumb€r ce6ned. Be oreoared lo discuss how vou documenl lhese numberc

a ll you have not met lhe P..lodar.. Lrg.rs lor 3ny ol these slandads, do you have Aclon
P ans or updaled SOPS in dae to improve headslone ma*er niche @verop€ratiois process
@rfoman@? fso. olease have thefr.va lable lor the s e evaluation leam

b Ar€lheseDans ncluded and esolred in vourAclion Plan"



Applicstion/Eliglblllt and Scheduling Procos3
(lnlem..t O!.r.tioB - lol

lo.1.l: CodmtalseM@s

m nima de ays tortafrrles

1.la: The percenl otcommtal
Eetu €s scheduled within l{o houfs oJ

appl €iion rece pl when e g b liiy
documental on is orov ded

docume.lation is nol orovided

1.1b: The percent olcommflal
seru e3 schedul€d wiih n 43 hoursol
applcl on reeLptwhen e igibllly

1-1c: The percenl of luneral d recloB
who espond lo lh€ annua Sud.y ol
S all slact i o n wilh N.ti o n aI
c.D.|.rlos and indi€le il lakes ress
than lvo hou6 lo @nllm lh€
sch€dulino ol a. i.teme.l

NOTE: fyour cmel€ry 5 curcntly serued by th€ NCA Schodu i.g Cenler..epon on y lhose services
scheduledbyyourlacliyform$sureslO-1 laandlO-1 1b

10 a fyouhavenolmellhePerfoDdrc.t.gotsloranyoflhesestan&rdsdoyouhaveActon
Prans or updated soPs in p ace to idpiove eppt cat on/eligib rity and echedullng operallons
proessp€lfofrane" tso,ploasehavethemavalablelorthes(eevalualo.team

b Are lhese olans included and resour@d in vouiAcloi P a.?

Re56ryatlo./S.t Arld. Progran

11 Have avaiab e durnq the sile evalual oi a.d be prepaied lo disclss your Eseruauon/set as de
og or be able lo documenl your reseflation/sel aede @cod keping system to show lhat
reseNalbns andselaedes a€l€ckedand recoded accu.ale v



MllllaryHonoB

12 Completethelo owinqlabeandbeprepa@dtodiscussyourcem€l€rys
@cent Sury.yotsadsficfion wit /Vatoral Comolo.,es that show the
lorlhelollowng c!sioner sal sfaclion indicatoG

asr llleq yeare or res! ts

20

millato honors at the natDnalcemete

20
The oorcont of NOK who mdrcated thal lhe r lov6d
one wae. velera. 3.d the fam lv d d reauest
friltato honors and honors were orovded
The pe.cent of NoK who i.d €ted thal the rloved
one was 3 vere.an a.d lhe famlydd @quesl
milaN honors and honors weie not orovlded
The perent ol NoK *ho were very or some*hal
satsiedwlhlhequalty ot mi tarytlne6 hono6

The pe.cent of Funera olrectoB who ind €l€d
was very easy lo somewhsl ossy 1o schedu e

The oercent ol Flnera otreclo6 who ind @ted lhe
qua ily of m ilary honors was very acceplabe to

13 Have you us€d rhe lrend dara and results.bov€ lo mprove satislacllon w'lh m ilsrytunera

b Have avaiabe iof lhe site evaluation and bs propa@d io d scuss doclmental on ol any
un:cceptable wo* or resu ls by lhe contraclor and any coirectivg aclions taken by NcA lowards

out3ourclng/Contactinq

14 a Compleie the table b6low foral ainuaco.tbctsyoucuffenllyh.vei.pla.€atyourlacity
Have ava Lable lor the sle evalualion and be prcpar€d to discuss each contracl fie lo show
perfoma.@ requtredenls are in alignfrenl wilh /vc ! opsstor.l st nd..ds and M'asuta
contract lile shourd ncrude a copy of rhe co|tracr. rhe coTR Leher ol oe€qalon (f applcab e),
iBpecl on rcpons and/or a lo9 of @nlrscl acl vily

.

.leleaation leltet I thete is na C1IR lisl the nano al lhe slall nenber wha has been deslqnated la



S!Pr94E9gs!9!
Equrpm.nt M.inr6n&c. oper.!onr (EM)

E qu i p n. nr lta I nt. n.n c.

a@ manla ned nlhe cu@rt
inv.nloru and nalnt@nce s

ma ntenane acr viries and
schedur* are ncruded in a

l.l: The emelery has acurc.l
c. n.tuy Eq u i pn.nt Ma i n te tu n c o
Prcerrm that @ntains allequlpment
da nt€.6n@ actrvitEs aid schedules

2.1: clfent and a@urale ma nt€nance
and s€fli@ 6st3 

'nd 
progEm records +EM-2.1: Ma nlenance and

seM@ co$s aid praram

2,2: Shipping and 6ce v ng
i documenls Manuladuere Mrnua s,

Operaling Instrucl ons riles(t
applic.ble). etc a@ curent and
acessib e lor e.ch pie@ ol equ pdent

insPections aid prcparalions
aro conduclod accord ng lo

recommendar ons pior lo

2,3: The perce ol op€rebd
pGventive maintenance and check Ft
aclviti€s (prorto and ond of use) ihat
aG compreled and re@rded da ry.

EM-3.i: Toorsa@avartabe
a.d properly msi.lained and

3.1.: Toos are slored in a secure

th€ proper ocat on al lhe



3.2a: The perenl ot cem€rory equipme.l
and veh ces lhal p.ese.l a clea. and n€al
appeara.c6 base upon use

3.2b: The Dercent ol ron.xD€ndaDro
cam.I.ry .qu,Fm6nr and veh c es ihal are
v s bly mal^ed nilh an lnv.nlory conkol

3.2c: Th€ p6rce.l ol @n€tery'oMed
veh ces lhal are marked wilh the €melery
name and/or'Fedar. Prooedv "
3.2d: Th€ per@nr ol GsA.leased veh ces
lhat are dalked wilh 3 dagnetic sLg^
showng lhe @metery name and/of

100%

3.2.: The perent ol non funclional
equ pment thal i3 d€nl li€d and app.oprale
papeNork lor turn in 6 submined within 9o

3.2r: Pe6onnel pe,iohinq €parc on
cemelory equipmenl are qua fed and
classified to do that work

NOIE See AApend^ A lot a sahple at Opa@tors P@ventativa \leintenan@ Checklist, which can be
ued la ltuck pedomance and colhct data.

15 a ll you have nol mer lh€ Psrlomrrce Targols lor a.y of these siandards. do yo! have Ad on
Plans or updale! SOP3 npla@to mprcve operaions pro@ss p€rform:nco? lfso p€as€hav€
lhom ava lable tor lhe ste eva uation leam

b A@theseprans ncluded and @soured in yodAction Pran?

16 Hav€ rvailabl€ lorlhe sile eva ual on and b€ p.€pared to discus6 your curenl inventory €pon
(Equipmenl hventory Lblins lord CMR]and additonat nventory reports r.om yaurin-hous6
e edro.ic or manualrecord keep nq system) to. aI equipmed and veh ces EnsuGlherc 5
doclmenlatron lo suppod appropnate shipprng and r€6ivin9 doclments, manufactureG manua s,
ope6l n9 inslfucl ois,Iitles, elc. and lhey ae curent and a@essible lor each iew pie@ ot

17 Repod ii the bble be ow damago oss, aid lheft ot any veh€16s. equipment mechanica loots
end/or power l@ls and lT Equrpme.l ovef lhe past 12 months nclud nO action take. and esutis
Have 3vailable lor lhe sile evaluat on and be p@pa.6d to dBcuss Repods ol Sudey (See
Appe.dix A) forarl ncrdents ov€r lhe pasr i2 monlhs

[ ^"t-, 
t*-..

the incidenl corum. use ai,D" fordamaae, "L" tor oss a.d 3

ITEM

2a

RESULTS



Facilily Ualnton.nc. {os)

1-1.: The perc€nl ofcefrelery rest@oms
that are inepecled daily and determ ned to
be clean afdsuppled i. ac@rdan@with
a Restoom Checklist-

crean, funcl o.ar, sanitary and
supplod (o q., soap papef
lorebmand dryer, and lonet
pap€r and are handi€pped

accepiab e lor lhe rlunctonaL

OS.1.3; Roads. pading loG,
culbs wa ks. paths, enrry

ac@Pldbo forlhenfuncl ona

1.2r The per@nt olcemetery bu ld ngs
and st.uctures thal a.e alsossed as
.cc.ptahl. ,o. lh.h lunclion ha3ed o
the cufrent B! ld ng/st.uclure score
Sheets of the Frcrit s Cotdlto,

1.3r: The pefenlage ol s@ss iealures
(rcads, pa*iig ols curbs,wak3 Palhs
entry teal!@s. and permeler
walls/f.n@s) that are assessed a3
acceptabl. fot lhdt lunction 6asea o
the curenl sile sco€ sheel of lhe
Facilftia Condllan A*6smqt
l.3br Marked palkn9 rpaes (where
provided) m*l handicapp€d acessrb' ry
requnenenls in plbl'c and employ€e

1,4.: The percenl ol @spondenls to the
annual SuN.y af Sata''cnon with
Nrtona, Cenolerlos who agr€€ or
6(@nAly aers ihaith€ signage n lhe
cemetefr s suff cienr lo helo visito6
l./tb: Signage .ated as ,cceprabr€ tot
th.it ,action lclea. legible, accu@te
and ii goodrepan)based on lhe curent
S le score sh€er ol lh€ Facilt es

|-l

l.4c: HouBdurngwhich

OS-1.5: Approvedr.tor
ferturor are lunct onal a.d
hainlaiied ac@.ding to lhen

1.5: l,Yatef f@turcr (ponds, l5kes.
lounlai.s, nalu€l or man-m.de) a.e 6led
a@eptable fot hon lunction based on
lhe curenl 5[6 Scorc Sheei ot the
F ac i I itt. s C on dltl on A ss 83m ent

NOTES
See App€ndLx A ior lhe mandatory Cemelery R*lroom checkist wlrich musl be used lo lrack
D€dormanc€ a.d colecl daia for al cemeleto .estrooms.
An example ofOS-1 2 would be lhe lollowing scsnario: (he cemelery ha. tour bu ld ngs a.d strlclures
to ncrude an administration and ma nlenane buildings. a pub ic info.mat on @nler. and one
comm'rtarshelter The @nerery.sled the adhnisl€lion buldng.nd public nlomatio^ entq as
aceptabre a.d the manr€.af€ bu ldins and @hnitalshelef as una.@pt.b e on lhet hosl re@^t



facilly condition assessment. Tho @netery's resu I would be 50% lwooflourbudingsand
slruclur6 ac@ptab e lor then function ldeasuG OS-1 3a uses lhe same methodo ogy.

13 Nave available and be pr€p.r€d lo dlscuss dunng the site evaluat o. yolr protecl appli€lions
submiteddurngihepast 12 mo.ths. gep€pa€dlodisclsrslalusof6achappl€llonand
Inkage of prq€cls to operalionalslandards and Measures 3nd your oAl sell tuseesment

19 a lfyo!hav€nolmetlheP.rfornrr.eTr.g.lsforanyotlheseslandads,doyouhaveacto.
Plans or uplaled SOPS in pacelo idprove lac lit es nainlenance operal ons p.oc€ss
oedorman€? lfso Dlease have lhem avaiable for lhe site eva uton iean

b Are these olans inc uded and resou.ced in voufActon P an?



and used lo. the intefded

was e@ived a.d/or used
as ep€cifed n lh€ cur€nl

Fllcal and Purcha3lns Op€rarbn.

The @melery is using lhe

(Daily Activity by Accoufl
clar5 fi(ar on Code) are

tutional hlott.t rccordt.

100%

lrottor /ocords posled at

nclude 2237s 1358sand

The p€rc€nr ofoblig.ion 110006



SeMes Cenlef (FSC) ror

20 Bowdo you use oaiy and lMonth y RSD and Ft{,lS rcpons b enslre lhat paymenl actois a.e
Dromol.nd accu6r€,

21 ooyouhavesoPsorActio.Prans n prace to suppod lhe use ol RSo aid FMS reports? tlso
have them ava able lor lhe ste eva uation and b6 D€Dared to discuss



ceni€lized a.d comprele

Pu.chase €rd orde6 are
posled lo lFcAPwithin 24

concil al on s compleled
accuratelywlhn reqwed

30
100%

l
ca@ useG ano approvmg

o4u6Mthin cred t lnorapproving I
cad lurchas€ lransacl ons lhev initialed



22 a fyou heve nol met the P.do.der.e t /gets for any ot lheee slandards, do yo! have Aclion
Plens or updaled SOPS in p ace lo impove lis@l and purchasng operations p€domane? I so
p ease have lhem.vailabl€lor lhe sleevaluaton l€am.

b Arc these olsns i.cuded and r€sourced in vourAcioi P an?

23 Reponany@ncems you have wilh lhe suppon you have.e@lved from you.seMcrng stal on 
'nm3naging yolr lis€lop€ar ons Provlde delats and corcclive action taken andresults

24 Repon any concoris you have wilh ihe supporlyou have rece v€d lrom your E€ryicinq stat on in
managing youf p!rchasin9/@nlract ng operalions. P@vdedelair a.d@rcdve aclion a.d



The oupose oflhls ch.pler s to:
t oemonslrale ef€cl ve 3alely prograds and praclies
! Demonsl€te codp iance w lh OSHA EPA. and olher requ atory requi€menls lo

e.slrelhe safoly ol the slaff, lh6 v s tmg public and the commun y
. Denonslrale facilty and statr Eadiness foremergences

OS-3-1: NecessarypeEoml
p@l€cl v€ equipment (PPE)

marnlaned n a mannerlhal
avo ds safely liazar& for

3.1a: PeFonnel wear lhe appropr ale

3.1b: The numb ol accldenls lhal occur
asa res!lot mproper use orlackol
6in9 PPE or safety measures dunng

3.2.: The p€r@nl or sarely hazards
(holes, pests, h4adousl@s and
branches, sp.nkler heads. elc ) lhat are
de.liiied and @r€ctive action in t aled
wilhin lhe sameworkdaY
3.2b: The nlmber ol€poned incdonis
ot injuies lo visitoF or cem6lery slaff d!e

3.3a: Roads, sidewalks. Palhs and
pafti.g lots open lo the public or tor
enelery ope6t ons dunng adveGe
condilions are sate and a@essible (e g ,

clear oi i€.nd 3now or sbm debns
3.3b: The number of accidenls or i.i!res
€poded dle lo unsafo condtions n

_+ l
11111

!l

cemdery as a result of poor ma nle.an@
ol tacillies aid nl6slruclures

a It you have nol met the P..fon.rc€ larg.L lor any of these sla.dards, do you hav€ adion
Pansorlodal€d soPs n da@ to mprove use ol p€rconal p@l€cl ve equipment (PPE) by
Dersonne and adheronc€ lo safoly measures whie perform ng cedetery opeEtons? lfso please

have lhem avd abe lorihe site evaluatLon t€am

b arc these olans i.c uded and reeour@d in vourActon P a.?

2. Have ava lable for lhe sle eva uation and be Dreparcdlo discuss a copv ollhe frosl @ce.l
Monlhv Fire Prevenlon and Salely InspeclionCh6ck st (see Appendix B)

Have avaikble lor the si(e
Annual Safety Insp€ctrn

evaruat o. and be piepa@d to discuss a copy of lhe mosl rccenl
ll any deliciencies wer6 ropoded. please provide the spec'ncs and



tl Have availab e lor lhe site ev.luat on and be prepared lo discuss a @py of the meel nq minu(es
from your @melery's lasl tour safety meet nos

E4ers94rz9!3!99!g!

5 Nave availabl€ lor lhe ste evauauon and be p6pa.ed lo discuss your curcnl Emorg€ncy

6 How ofien do you lesl your pian? Haveavailablelorlhesleevalualionandb€preFredto
d6cu$ documenlat on fron yourlasltesl Etplainbnetlywhatyouhaveleahedffomleslnglhe
plan and what changes to the plan have resu ted from testing

7 \4hat stepB hav6 you Iaken to ensu€ thal you.empoyees a.e aware oflhe ro e5lhey pay duing
an emergency and how have you p€pared lhen to.lhes6 roles?



CHAPIER 3: CUSTOMER / cLrENt FOCUS

I!9-p!4!!c alli!!ii!!G!!lq! R6pon clsiomor/c ient sery @ sal6facl on levels trends and compansons
. Demonstate etled ve oulreach efions
t Demonstrale etrectve codp arnt manaqemenl and esolution

' Demonstrat6 thal seN @ and D@@ss imorovemenls are inked lo cuslomef / cl eil
satE aclion and cuslom€r/ c ie.t knowledge

Cu.tomer / Cli€nr R.l.tlon.hl!. nd satlslactlon

CBtomer / cli.nr R.l.tion.hio Buildino

1 HowdoyourdentilycustomeBandclstome. groups? whoarc youri.lem. a.d enena
cuslomeF and cuslom€r groups?

2 Howdo youdelomine each custoffer/cl6nls rcqu@men(s? l_lowdoyou ensur€ vour
Cuelomer/CBnls requremenls are b€ino fu fl l€d 3s changes occuP

3 Have avaiable tor the sle evalualion and be p@pa@d to discuss a copy ol your last 12

monlhs ol customer / cl e.l compla nl dala .ggfueaaed by €tegory end number re@Lved

hcude category aid number €ceived,i$ue @solutonfollow_up and lhe l€veLwilh n the
organizal on wherelhe complainlwas r€solved.

4 How do vou collect comolaint dala irom each ol vour customer/ c ients and customer / client
grcups? How have you used compalnl data lo imprcve your seru € de Nery?

5. Have availablo fo.lh€ sit€ €vallal o. and be prepa.6d to discuss a copy ot vour last 12

months of cusloder/ client comp ment da(8.ggrugatedby category and nunber rece ved
nc ude evidenc€ ot how compliments are $ed lo r6infor@ good cuslomor/ c ienl seMc€

6 How have vo! used @nd me.l dala lo r€wad or r€cognae emp ovees and b reinforce
suc@ssf!L pro@sses?



cultom€r / Cllonr Serisfacdo. Doteminalion

The perconl ota lrc.pondents who aareed or

.l€!]9t!It]!9! 9I99U9!!

7 Describe how your C€mete.y bu ds @lalionships lo acq! re.nd satisfy yow Customer /

Descibe how vour cemet€ry delemine. customer/ cl e.t satFlacl on

9 Howdo you lollow upwith Customer/Clienls
E@ive prompl and aclionab e teedback?

10 Complele th€ fo low ng labl€ and be pepared
re@nt S@.y of Salislactlon with Naqonal
customef satFtaction resull6 tof lhe follotrnq

on lie quality of prcducls .nd seryi@s to

lo discuss your @metery s resllls from the m6t
c.doto/io! thal show the lasl !i!eg yea6 of
NCAkey p.donmce m*u4.

20 20 2A
Th€ percenl ofallEspondenlseho @@ very or
somewhal salislied wilh lheir erDenonce wth vour

sl.ong y agreed lhal the seNe they rece ved lrom
tre emelery staff was ex@led
The percenl ofal respondenrswio agreedor
stronlry agEed thal lh6 appearance of rhe

Thepercontof al respondentswho ndicatedthat
lhey wourd re@mmend thrs natiorul cemerery to
vereran lafr lies durng rhen rme of need

11 Have you used the trend dela and results above to imp@ve Cemetery operal ois? tl yes.



CHAPIER4: WORKFORCEFOCUS

Il9-pspgsc-stui9-cl3!!cr! !o. DemonslEte how huma. €sour@s a3sels are ma^aged lo ensure
. Employee frotvaton and salBracl@n
. Ca€erand succ*sion plannng.
. Oqanzat one suslanabi[y

Wqrt-gr!g!!!

Howhaveyou recognzed youremployees mlhe lasl12 monlhs Inc ude special @nlibuton
awards on.lh6-spot, quailyslop mc€ase3 and lime ofi, etc

2 Whatefionshaveyoumadeto ncr€ase the dveFity ofcand da(es lor vacanl positons? For
exampe wlhwhom haveyou oukeached, whal organizal ons haveyou contacted, have yo!
advenised and ifso, what plb @tof? what sucesses or challenges have you had n lhese

3. ll3ve aval abLe lor lhe site evalualion and be pr6p.red to d sc0.6 yart .lt mttue wo*tolce
emproy..!'intormalion as reponed n MAoSS on Screens 02 Repon ol Ge.eralSchedule (Gs)
Employee activ(ies and 03 Repon ofwage Gr3de (wG) Employee Aclivities Monlhyand
scren 04, Ms@laieous Managenenloata - Ouanenyfor$e lasl12 montb showmg non.paid
vo unre€f houE (s@uts seM@ oaani4tions chapler 3l. cou.l d rcclod and work sludy

4 Unilom!sndSpeclalClolhln0:

wears appropnale allire tor
lhe locaton and lask being

2,1: The percenl ot cemolery stafi
requ red lo wear a u. rom who aro n
comp ian@ with NcA s D recl ve and
l-landbook 3010 2, Unifom and speca

5 a lfyouhavenolmellheP.rfo.D$c6larg.ttlorlhisslandard,doyouhaveanaclionPanor
updated soP ii pace lo inprove cemelery slalt drcssing.pproprate y fortheir ass gnment? It
so olease have them avar abl€ for the ste evalual o.leam

b b lh6 Dlan incllded and @soured in vourAcl on Plan?

ClolhinS lor Naliona Cemelery



Em!loveo Educ.tlon, TEinlnd and oevelotmenr

I Haveavalable and be Drepared to discuss lhe 4renl slatus oi your emplov@s t€inLngfromlhe
Lean ng Management System Thsdiscussionshoud ncllde mandalory, €qu red 6ndoiher

2 a Hav€avalabl€.ndbepreparedlodscussdu.ngthesiteevallalonacopyollhel!a]!]!g
e!4 or i.divdua loPs lo. your cemelory fo.lho most cuii€nt liscalyear. Be pr€par6d to discuss
lhe nkage belween lrain ng yourorganealiona pr or lies, NCA Ope6t ona Standade and
ireasures 3nd your OAlSell Assessmenl durng the sle eva uardn

OR

b lfyoudo noth.vea Cem€!.ryTraining Plan: Compleie the table below docunenling
trainLng and development acl vili€s @mpleledbyyo! and you emp oyees tor (he asl12 monlhs
Be pepa@d lo discuss duri.g the s le evalualioi the nkage beM€6.l€ining vourolganzalional
onor lies, NCA ODe6t ona Standads and Measuros and youf oa sefassessmenl

Have ava lable for lhe 616 eva ualion
mandarory rra ning for rhe subjocis n

Mandalory Tnlning+M.ndatod lor all
Fodoral Employ.$ by l.w

lo discuss documentaton ot compleled
ae preparedlo dscLss how yo! execute

Ta46t Audion.o A I VA EfrProyds

FEqu€ncy Roqlkod: oien|3ion and t& hours

Prevenrion of S.ru.l Har..3mont

Cyber s€curiry AwaEne3s

Feaera Employ€s

vA Pravacy Pollcy Training

i6l9erAudlsnco: Ar FederaL Empoy€s

Frequency R.qut d: orleitaloi and Ainually

I4!!9!!i! I!4!9lL



M$darory Tralninq*Mandated ior
Fed.ral Employ.$ by l*

l{otlielion and F.do,.l Employ*
A.tidi.criminarion.nd Ror.li.tlon Act

T.rg.rAudbnco: A Federa Employees
Freu.ncv R.drnod: B ennia L

US constitutlon Tralnlng

Ta4olAudionco: A Fede.a EmPloY*s
FEq!e..y Roq!l6d: oie^tal'on 3nd Annua ly

Enn-.E rEiiiig

A Fede6rEmproyeesloro0onlal'on financal
d'sdlosre r16rs tor aniuar |rari'i9
FGqu.ncy Rcquired: O onlal'on (wlhin 90
dsys) An empoyees @qu rcd b I e fi^anciaL
d scrosu.e sralemenrs( e sEs. conlractiig
dH.'as ek)requi,edroralerrannqrnnua

Othor Traini.g RoqunononG-TheE.
may be requir€d and/or r.conftended by

eisrins VA pollcy or pdctice

@o,am !lu!q

-]
Tilgeraudi€nc.: oes'gnded FedeG
Empldyees ExeuiNes Man69ere and

FEq!.ncy Roquaod: In('ar and con!nual
setuice otrce or Numan Resoutes
Man.gemenrand Labor Relarions The prcg€m
w m*rrhercqurcmenisor5c F R P6d412



Tars.lAudi.nc.: Al Fede€l Employees

rake da@ in three srag* wirhLn ih€ rrsi 90 days
or sedico vhei emp oye€s 616 .ppoidlad when
rhey repo'l10 rhe r p ace of work. snd afiera
p.rEd or adjoslmeit as app@pnaG.

Lrg.r A!dr€nco: Design.i.d Fod€Er

Frcqu.ncy R.qulredi In llal prac€menl

Contr.ct Offi c.E T€chnlc.l
Rep@sontatlve {COTR) TElnlns

T.lg.r Audronc.: D*rgnat€d coTRs
Fr.quoncy Requrrcd: Inta cedr€r'on and
rcrresher taning every 2 yeaG

N€, EhdoyE Ori.nt tlon

6. Reporl envco.cerns you have wilh lhe support you have @c€ vod fiom yourlocalOfii@ol
Nunai Resour€s Managemenl (oHRir)in danagnq yourhuman resource operalions Provde
deta ls afd corective edion bken znd resu ts

7 ProvidoallslofemDlovee.whohavereeivedlheirPeslcdecertilcaton nthelabl6b€low

Have availab e lor ihe s 6 €valual on and b€ prcpa€d lo
driv6as lcenses are curcnl and reflect lh€ roqu red cass

dlscuss documentalion showing thal
lor a l6mp oy6os requ red lo have a



E4deveel4etEds-.!.qsc!$ds
I Lisl6nd bnefly desc. b€ tho suppo.t seN ces afd programs ava able 1o employees to ensure the r

health. satety and welbeing, such ar lhe Employee Ass slai€ Pro96m (EAP) WorkLfe4You

l0 oescnbe how you have used the 2007 A I NcA Empoyee sufrey

11 oescibe how you have used lhe 2009 A I VA EmpLoyee s!ryey.



cHAPTER5: SIRATEGIC PtANNING
tNationel Comotory Acrion Plans)

]!9l!49!e-ef$i!-e!!E!9 919!. Demonsl6le howlhe orsanizaton pla.s torthe futue
. Dedonslrale howslrates c obtoclives aid relaled Action Plans are developed and

communicaled lhrouqhoul lhe orcanizaxon lor iop em€nb( oi (deplovment)
r ass€ss how sonior eaders guide yolf o.ganzsuo. in seting and achi€v ng h th

oeformance Reou Emenls
. oemonslrate howpans are mon tored and rosults used

S!4Ecr-S9!9!9PEs!

l. Have avarlable lor the sile visit a.d be prepa@d lo discuss the mosl c!trenl @metery lcton P/an
(see appendr o)incllding how the plan was develop€d. who padiclpalod rn lhe developmenl
{and to what deoree).lhe I melable loraeodpBhing the slEteqies and lh. plan

2 Vvhat are the nost important ong range Fsuegchal eng* facing yolremelery? whcli
srr.teg es in yolrAction P an addrcss Ihese ssues/chalenses?

3 HM does you.Acl on P an suppon NCA aid MSN goa 6 and oblecl ves?

4 How have you add@ssed the needs aid expectal ons ofyour cients n vou. aci on P a.? whal
inlomation did you use? whal st€teg es addess your c ients needs and e&ecial o.s?

5 How do vou ensure lhal vou have the €sour@s needed lo acconplish youfAclDn P ai?



6 ln lhe lable bd@ is a I st of NCA 3 K.y Penon.nc. Measrre!. Yourfacil y's leade6hlp uses
these m4sures to evaluale and inprove your o4anizalion a.d the benelitvsefri@s 1l prov des
Analyze whe@ your facilly s perlom.ne fieasues @mparcd lo the national targels Detem ne
and annolaie your faciily 3 cvrent results and yod ostlmat€d t.lget tor lhe nert r2 monlhs n
th€ rabe be ow ci(eriayo!colLd@nsiderwhenes(6blshiigyour12monlhl6fg€lsa.€lrre
'esou ces a,a aoe, anl p.oqran or po'cy.hang6s'f pef ei€d o d / rp oveneAs n eel c

k6y Perfom.nce Goali

or obeclionable accumu al on6

1. Percent ot graves in nalona @m.Gnes
marked wlhm 60 davs ol ntement
2 Perconl ofheadslonos and markors ordered
by narional @meleries tor which insc.ipt on dala
a€ accurale and compl€le
3 Perced oi headstones and/or malteB

cov€fe/plaq!* lhal are cl6a. and fiee ofdebris

nalio nal cemole ries I hat ae at lhe p@per herghl

4 Percent ol headslon*, ma*eE and nich.

99%

95%

5 Percenl ol€spondenG who
servi@ prov ded by the nal ona

6. Perceni ol €s@.denG who Ete nat onal
cemerery ?p!e

familes dunnA thei.lime ol ne€{

llaw ate Ney pedona"c. h.esures and r€sulls used by eaders and stafft

7 P€rc€nl offun66 d reclorswho respond thal
nal onalcefreteres conlim the schedulng ol lh€
commillal sedice with n nro houc
3 Pe(enl ol respondenr6 whowould
€@mmend lhe nalional cemelery lo vele@n

How can NCA Cenlral Oliice and lhe [lsN

7.

3

5

How do you measure and repon pr€r43?

Now do you moditacllon plans ifneeded?

S!d!sr-S9d.9t49!

1 Have avallab e lor rhe sire visil and be prepared lo discuss lhe mas\ co(enr action Ple Rotles
for each ol ihe slrategies in youf Aclion Plan

2 HowdoyoushareyourActionPlanthroughoullheorganalion? How do you invo v€ yolf slaff
and slakeholdeB (volunte6rs suppon commitige, otc) n impl€menlinglhe pbn?

otlice assisl you ln the suc@ss of lh6 acl on planniig



CHAP'ER 6. LEAoERSHIP

The pu@se ollh s chaoter is lo:
. O€monstrate eliective eflicienl manag€dent p6clic€s
r Oemonsl6te sood ctize.ship within the comdunily and compliance wth pub Lc

responsibirles
. DemonslEE qood infom.lion managedeil syst€ms are in pla@ lo secure lT

equDnenl and senetive data.
. Oemonsl6ieeood records nanagement precn@s

I ji3d4!i9!d.!!!!.cE!jp

Org.niational Allgnment

1 Have avaiabe for lhe site evalualion and be pr€pared lo dlscuss examples ol cu(enl
pedomance elandards for employees and stalllhat show algnmenl wiih vour organz€lron s
mesion Aclion plan a.d nationa shrnosla.dards

2. Baveavalabl6lorth€sleevaualionandbepr€pacdtodbcNsacopvotlhecutrenl approved

orcanizalioneL ch.rt afd annlalFTE alocalion elter lo show curent stafii.q evels

3 U.-!3s9Ee!!-a!4d9E3Lg9$!919

4 Hav€ avaiabe for lhe sit€ ev.luatioi and be pr€Daed lo d scuss the mosl cuirenl lvlanag€meni
controlsvstem/Annualstatement ofwrft€n AsslEn@ (se€app€ndix E)inc ud ng volr
completed Managemen!contro Reporl check isl Have ava lable documenlalioi €rated lo lhe
ralngsonlhe Management Control Check isl llems re@vlng a scorcoil or2 should be
accomp3ned by your Action Plans to addess the lem(s)

5 Have availabe lor the site evalual on and be prepared lo discuss a copy of lhe most €cent
documenl3lion yo! p.ovided lo your setoicing stal o. $hich aulhofzes @melery stalr lo approve

Drchaseode; oJrchase €rd ordeE and @ce pl ofexpend.bre afd non expendable supples

6 Whalcontrolsa@inda@toensuetmeand.ltonda.cer€@rds5reaccu.at€v@corded? Have

available lor Ihe site evalualion and be prepared lo d scuss a copy ol lhe lasl aud t conducted

7 WhatOualtyContro procedurcs.re n place at your cemetery to ensure coffecl eason and e(or
cod* arc noutwlren €olacementh€adslones markerc a.d 

^ic



3. GeneEly descnbe how check isls are used lo documed yolr facilily s pedomance?

I FlnanclalAccount bllltv

lo.Whatmanag€m€nlconlrolsdoyou have in pla@ to ensure @ret use ol@melery Ftued prroie
cards and el pho.es?

11 oouble clck on lhe I'nk below and conoLele the 3pre.dsheet to repon the month v va.ance lor
lh€ cured rscalyearlor pla.ned exp€ndtures ve6!3 aclual obligatioN Provide explanalDns
lorvafancesgreaterlhanorlessthanfvep€rcnl Selecl "Fi e' on lhe Exce loolbar andlrrei
se ecr "uDdala' to save lhe sp€sdsheel NoIEr ll you have an exisling rcpodlhalwould $alide
this inlamalioh yoo nay use lhat PrcvidQ a capy ol yaut @pon wilh yau aryantzalon
assessno,l pacfage.

u!!$l!-v4t?!!e

social R$oon3lbllliv

12 Eave avarlabe tor lho sie evalual on.nd
MAOSS Oul@ach Tracking Repod andor

b€ prcpaed lo discuss a copy ol your most curent

13. Howdoyou €nsure employ€sare aware olthe EqualEmploynenl Oppodu.tv (EEO)program
( € complai.l P.ocess and el6l€d po ces snd proced!€s)?

14 Lisrbeowthe ocatoi(s)of wher€vasslandsrdsof co.d!ct, NcAsanti-Harasshent.and
EmployeeRights Policy Letle6 are posted and ndrcale thev arevisually promrnenllo vrsrloF

NCA s R$sonsbl6 Accommodanon
torolarif ed ndviduaswiih
qeqqil!r9c!9!l j lqlel

V!!nr!v

vas Slandards ot Conducl
NCAs Anl -l-iarassment Polcy Leiler
NCAs A(ernal !e D splle Resolurion

!q1j EEo Porki Le l

-l



15 !.e!ci!!d9!.e!J!!!l!t-91r!Ls9!!!!t

cean lurctional Banitary,
and appropr alely suPPLied

lowel.rhandnryer and toiet
pap€r) and ae handicappod

1.ib: Do cem€b.y restoom6 meel

l.3b: oo plblc and edployee parkng
Lols @nl.ii daded spae3lh.t moet
handicapped a@ess h ily iequtreme.ls?

16 a lfyou have iot met the Poionao.a fa.golslo(. yctl ese slandards, do you have Action
P afs or uDdated SOPS n ola@ to rmprov€ the handlcapped accessibilly ol cemelery reslrooms
and pa*lng lorsaswel asthere maintenan@ and lh€ mainlenance ol@metery sgnage? fso.
prease have lhem avairab e lof lhe site eval@l on leam

b ls lhis o an i.cluded and rcsoured ii vour Acl on Plan?



Hisloic leatures list6d on the vA
Capital469€l Inv€nlory (cAl) are

Hi.toric Fe.tu6.. Obiocl!, and CollocdonB

obrects or ll9!9!t9
!is!jj!3!99 are

Conslrucl on €p.ntehab liktion
@nseNal on. cl6anin9 elc (/egrlt
detined as 3n _9t9l9t!9Ll!Yl"')
affect ng cemelery fealurcs lsted on
the vA cAl are documenl€d by
consultal on per S€clion 106 of th€
NarionalH storc Preseryation acl of
1966
Ofiic a re@rds doclm€ntrng
donal ons ol memorals and al olher
objects ot hl3tofic i.nifionc. are
retained in olficialfile 5larons
New fremoria s afe iepoded lo
MSNS and CO wrlhh 30 days or

a ll you have not met fte Portodrrco t rgols for any ol ftese standads. do you have Acl o.
Prans or updaled soPs n p ace lo mp.ove the nanagemenl ot hi{onc obiecis a^d collectons?
so, prease havelhem avarlable torlho sde ovaluaton leam

b.lslhs olan nc uded and r*ourc€d nvolrAclio. Pa.?



b&!84!9!-U!!!rso!!!

The p€r@.t oler@ss/I

The lacilly has an accur.le
,sor ,tsr ol acl've employees

CWT5 and voLudeers have

compele. accurale, upro.

j rhe tac'r'ly has a curenl
I Fa.ittty s..u.ir! PoI..y

-4t!!P4t!!

Jhe F.cl ay Se.otlly Pall.y H.ddbook
has b€en updared wLth'n lhe last r2

'rhe petent ol useG on lhe usorrirl
whose $atus is accurate and cu.re.l

The p€r@nl ot onployees,
CWTS a.d volunleeE who
tho "Rulos of aohwlor."

Alldara a.d soltware have
been emov€d lrcm lhe lT
oquipmonl/dev ce pf orlo

lf lDv.dtory sE ate .anp ere,

The perenr ot ex@ssed /I
docuoenled Dy a compote
Equ pment Roquesl Fom

sersrttvo dra, 
'3 

protecled
liom Llega and/oridprcper

using or dansging compuler
equ pdenl and sys(em dala

Medra and Prnled oulpul
conta n'ng 3o45/dve ddr, is
storcd n Locked €b'nets or

prope y by shreddng of

.qulpd.rddevices lhal havo had a I

dala and solrwaro Gdoved pnof lo

The p€rce ol ,otwo.f .qulPdora
ocaled rna secure envnonmenl
The pe.cenl oi kiosk laplopslocaled n

The percenr ol reys 
'n[od 

lo specilic

The perc€nt ofwodsralions '. a se.ure
condilDn Le password prolecled lo
rcsli ct ac@ss and 

'nvok€d 
whe^ nol 

'n

S€rurtv. d.le is slored rn lock€d

sons/livo d.L B d sposod ol by
shreddi.g or d6slroyed by a s mr|ar
melhod thal pfevenls de^incatbn or

r6 a rfyo! have nor der fie Potom.r.. tr.g.a lor any ol lhese slanda.ds dovourraveAcnon
Pbna o. uodared soPs in oace to 

'mprove 
Ihe r.lomatron ma.aqedenl a.d secuntv prografrs2

li so o oase have lhem availab e lorlhe sile evalual'on t€am

b Ae rhese oans ncluded i. vour Aci'on Plan?



l9.Compelethelablebeowto6how66ponsibep.Eofstornlormationeecuilyandoth€riT

lnformaioi secudv ofi€r
A lernale l.lomal on Secuntv Ofiicer

20 lt you have @poned any A/ton.L.! lnlonslon Sacpnay
provide details .egadlng lhe nvestgslion @rectiv6 acton
avai ab e lor the site evalualion and be pr€pared lo d scuss
incidents lor the last 12 mo.lhs

/ncrd.nrs duri.g the lael 12 months
taken and rcsulls Please have
yo!r h 610rica fles ofallsecuilY

Esq943-U!!!l!4e!!,

A@ o/tclrt Ecords nainla ned 
'ndetoraled otflclal filo sttdon.?mainla ned and dispored of

ciosed at ihe end oflhe15scaL
ye4 or €lendar year and ar.
disposed ol in accodance

oll and r€.lihna records.nd nlodal'on)

Does lh6 r3c lry hav6 a sla.dadLzed
procadur€ in pla@ lor @tieva charge-

Oo o,li./r,,?ro tt do[co.Ein o.ly

Are ofi./d a.ords d6posed ol rn
ac@rdan@wilh lhe NcA 5 Reords

Aie f le folder labels annobied wrlh lhe
d€scnptv€ tlies. rccod dales and
agpt opn.le da.t@a.n i dlo n ali o n?

AG addlr/s'.tvo t o! clos€d at th€

b Arethese Dlansincllded and resourced nvourAct/o, Prat?

Ae rdnlrill/atvo t .! dLsposod oi m
.ccodance wilh lhe NCA s R.cotd!

21.a. It you have nol mel lhe P..torm.rce T'ltolllorlh€ta slandErds doyou
orlpdated soPs n pa@lo imprcve yolr r€cods managBment pfogram? It
them ava Labl€ for lh€ sls eva uation leam

d$trucaon infotmaon.

51



GLOSSARY

Acceptable For Th.ir Function:
. !!he. appied to bu ld n96 and struclurss (os'1 2). a 6li.g of acceptablelorlhenfuiction

cons sts of 5n overa lscore of "C' o. high€r a.d.o critical€tegory rec€iv ng a score of'O" or
F Th€ porc€nlsgo olcemelery bu d ng.6nd structlr$ lhat.re sssessed as a@€plable s

derved by divid ng lh€ lola a€eptabl6 buidings and structures by lhe tota buidings and

. when applied to Acces6 Syei€ms (OS-1 3a)(road., cu.bs, sidewak3 b ds.sand
oveQssses and parking lots), a Eting ol acc6plabl6 forth€irtunction consbG of an overzll
score ot c orhigher Tho p6r€ntag6 ofAcc€es sysleds (roads cu6s,sdewalks,brdges
andoverpasses, and paAing lote) Bl€d as acc€ptablefor measu€os 13a isdenved bv

dvidina lhe lolalnlmbef aceplabl€ A4€ss sys(€ms by the numberlive (lhe tola .umbef of
aeess svslems),

. When appled lo SiSns (OS- 1.4b) and Watd F€alur€s (OS'1 5) a 6t nq of acceplable fof $en
f!nclion co.sisls of.n overallscore of'C'

Ad6qu.r6 Inventory. When appl ed lo oder buial rec€pi.. es thenumberotouterbuial
re@olacl4 is cons slent v suilicrent torthe fo@casted buialne€ds ot the @fretery Emeqencv

Adminbtr.tivo Filss: Records common lo NCA o(ices lhat rcLai€ lo lhe intemal adminisl€lion or
houskeepinq otlhe otfi@ ralher than lhe lunctDns lor which the otfice etisls Thenles nclude
oflicia andnonjecod maleialsand ae qe.erally lempotary, havng almied litespan Tvpi€
adm nislralive fles are readinq/chronologi€ L f le s, s6p€nse li es control/index liles, slock dislnbulion

Aggbgat6: To colrecl or galher dal. i|lo a whole, so lhe d.ta fray be considered n lhe whole or its

Alte,nate Inlom.tion s€.urity Olfice, (AISO): An alle.nate Infomat of secunlv Ofii@f 6 laci ilv
lnd vdualdesignatod lhe esponsibilly for the maiagemenl and @ordination of an Infomaton
secufily P@gram a5 mandared by NcA Aulomaled Infometion secuftv polcv Relerence Nca

Altern.tiv. work Forc. Employoo.r Employeerwhoare notflll-lime Federa ehployees. bulare
frcm alternalve sources slch ae componsatdd work Therapy (cwr) programs

Aulomaled Infom.tio. socurity Incldent!: An nlomation s€cuntv ncidenl is anyevenl
suspecled evoni orvu nerabiily thal could pos€ a lh.6al to the int€9.ry, availab lly or confdenl a tv ol
NcA infodal on syslem appicalions or dala. Information securty incdenb could have a neqative
impacl on nfomalion lechio ogy resources. vio ai6 secuity poLicies, ci.cumvent seclrtv mechsn sds
andreq!e mmedi.te aclion to prevenlturlher nogstve mpacl

Building: a nan made struclure thal s hoat6d or coo €d and/ore.c osed with n a roof a.d with n

enerorwa ls provdlng sh€ (orand suppon ol ind vidusls and/or realpfopedv Ablilding susuallv,
complele y encosed. weath€Ftghl strlclure

Cemeteryaction Pl.n: cemetery pianning doclment lhal inc udes bolh shon' and lons{ange
slrateg es to slppod NcA slral€glc Pan



Comolery Equipmenl Maint nanc6 Pro!,am: A qnnen schedu e which idenlilies lhe
manutaciureF re@mmended maintenan@ acliv ties and seMes loreach vehicle and piede ot

comelery Grcund! Msn.g6hent Plan: Amai.len.nce plan developed lor 4ch nal onalemelerv
which dentilies required ma ntenan@ l3sks and schedules tof a lgou.ds aclvl€s

cur.nt Invenlory and M.inl.n.nc6 Sy3lom: Inv6ntory for @netery equipmenl s curcntly
mainla ned on lheAutomaled Eng neefnq ir.nsgen€nl Syslem/M€d calEquipnenl Reponinq
syslem (AEMS/MERS) and acemelerysyslem or el€clfo. c or franua recods

D6taced head3lon., mark ror nlcho covor/plaq!€: A headslo
thathas been vandallz€d n someway,3uch a3 havin! lrafi w.nlen on il, puQoseyscBlched or
orher such eve.l thal makes r€pla@menl iecessary

Destrucllon lnfomrlion: Annotatione le ling when aii6ca. be d$troved (ie, re€renccopv
deslroy when no onger n€ededi slpe6ed6d or obsol€l€. rccord copy - detlrov wher "x years ord)

The;notalions couil also be (he.pprop.ale NatonalArchives snd Records Admin slration {NARA)
GeneralRecods schedule (GRS) or NCA sch€du e end it6m number. which would relervou 1o the
NCA Re6ds Conlro Schedulewhch ndLcaleswhen a recodshoud be deslroved

Di.ciolined Evolulior: a descnol o. ol af aclive blfa soclion whee therc is evide.e ol severa
aclivitles in progress Theseinclude,compet€dburals tu.f eslablshed headslones/mafteE sel on
gravesites, newbuna6, and new gravesites that are 6kod a.d peparcd for turf eslablishment a.d
headstone/marker p aemenr

Ebcrronicand Renovabl. M6di. a.y devi@ or mechanrsd that is capable of relarning d.ia wfren

rcmoved lom an enend devi@, e g. usB dr ves, memory cards zip dnves. diskeltes. cD/DvDs

F.ciliriB M.intenance ch.ckli.i: A $a.dardl2ed checklisl lhal Ldent'fes the l.sks and app@pnate
rreqlency €quired for ihe maintenan@ inlp€ction ot each bui d nq and slruclurewilhh llre @metery
A conp eled checkllsl documents lhe comp etion ol nsp€ctron and noles deficlenc es tound

Facility Security Policy Hendbookr Handbookihatestablshestheprceduesandp€clcesforan
Allomated l.lormalion securly (Als)prograd at th6 fac lily for k6y Als lopics such es bls ness

resumplionandcontngencypannng compulfi scurity training,6ecurry incdenl repodrng vruses.
copynght,inlormationsloredonaulomalcdalaprocssngequpmenldufngdisposal andloca and
wde.roa.enrofisecurlV

Go.erallyFE.of Bsr.Area.: Thopr6enceotbarsgroundisverywdelvscalteredandvsuaLy
nsionficantwhei lhe tolalerpanse oflhe cedelory tud g.ass ls obserued Baroareasln nowav
dislracttom lhe visua aft€cliveness ol lhe andscspe

G.n.rallyWeed Fr..: Populalion oa weeds is very w d€ly s@ttered and vsualy insignlicanl when

lhelota;xpanseof(hecemelerytldgGssEobs6ryed The prcsence of wee& in no way dislract
irom the visua I an ract voness ot lhe an dscape

Gilt Fundr A tlnd eslablished for the ac@pltnce of monetary qifts lo lhe NationalCemetery
Admnislralio.asawhoLe.ortospeclccemeteres Agfr provided for a spec ic purpose mlst be

lsed for thal purpose nsofar as il is p6ct €l propqand not.g:ifst vA po icv

Gr.v.site LayoutPlan: a plan depicl'ng bun6ls.dionstrth ndividual graves(es showing al

oedinent spalial infomalion ne@ssary to accuralely est.blsh the layout of the buna secl ons and lo



precaey ocat6 specifio gravesitos The pai identiiiod benchmarks and sutoey.efe6nce po nts to.
regblerngthes d ol lhe gEves le layoul @nlrol ma|k€6 The plan shom the varv nq sizes and
shaped of bu.lal eeclionB and the v sua separation lrom olh6tfestlres by veg€lalion rcads waksor

G,o6n (Ors.nlc)Wast : smal ptufinqsLom hedgee and rces, leaves, balr slraw, flowerc, pants.

9653 culi ngs 6nd garden weeds.

H6torlcal H.!d.ton.B, M.*eFand NachaCov.r.: Hoadsto.es. mafterc and nrchecove6
rnstalsd 50 or mor6 yea6 ago

lii3lorlc Prop.rly or Histori. Resouf.€: any preh'slorcor historic districl, site, buidrng, sltucl!@, o.
objecl incruded in. or er'q b e fof incLusion on lhe Nal onalRegisler, including aditacts rccords, and
male.a rcfra.s relaied to such a p@p€ny or resour@

Hkro.b slgnilic.nco: A comblnalion of age (50 or mo@ yea6). malena, nscriplion s€flrng
uniquenessoldesign anst,orassocialionwthhstoricevenBthaiconlibutelolhehslorc nlogrlv
ol a cemeiory or teature within a cemel€ry wh€1h6. I b€ a building, slructuc, oblect honlm€nl
headslo.e ma.ke., hisloric site or the e|li€cem€l€ry

hfomallon Technolooy (tT)Equiphent Inlomation lechno ogy equipment includ6s persona

computets (PCa). diqla cameras printers, scanneE raptops, elc.

l.v.nlory Cont.olNumb€r: A. NXRN number and/or an Adomaled Manag€me.t Sysled/Med cal
Equ pment Repod ng Srstem (AEMS/MERS) number ssued by lhe serv cing stalon lor invenlory

lT Inv.ntory Li.b: a isl consisling ol all lT equ pment ass€ned lo a emelery Thelstincudesa
delaieddescnplo^andse aurag number ol4ch T componenl

M.di. elecrroncandremovabemedaaswel as mobi e compul ng devices capable ol relarning
daia when @moved irom an e{ehal dee@ Mob le complling Devie s def ned as any
lransponabb compul ng of slorage device wth the abiity lo inlernaly slore dala and mav or dav nol
have th€ ablityto accommodale €mov.ble medE lo lnclude per.onaldisita assistants (PoAs)
norebooks, digilal c5m€ras and mobile tel€phon*.

Natlonal Blofisr Recod(.): Aworksheelth3tlracksobiqalonsandcommlmenleaganslavalable

NcA op.dtion.lSt ndarG.nd M.$u6!: Adocument conlaining the goals and Reqwements
for the pedomane ol key emetery ope6lional prcc4s* lo b€ epplied lo both opea and closed
national @mele ee where a Federal or conlact wolttof4 p€rfoms the wo.k

N€twork Equipm.nt Netwo.k equipmenl ncludes roulers, hubs. appll*lion sede6 and netrvoft-

Non-Elp.nd.blo comelery €quipm.nt Equpmenilhal has an acquisiton cost of $300 or more
and a lle €xpeclancy ot hvo years or nore or is of a senstivo naiuewh ch Equ rcs accounlab ilv
regadless ofcosl,I'fe expeciancy, or ma nlenance r€qurements

Non-lltonot ry Gllts and Don.tion!: Thsssincud6such t€m
memorals car lons. benches etc



obi6crioneblo Accumulatlon!: Th€ prosei@olenvironm€nl5ldeposts. mod, mnd€w moss.
allae,lchen,g.asscipplngs,grassmaRs liG ma*5 snd scrutls andaccumulalionsoldfedbd
d.opp nge elc onheadsto.es markers. and nrche covers

Omclal Fil. Statlon.: Filng c.b nels a.d/or cabin€ls In specif c localions nlhelaclitylhal have
b€en d€sign.ied lo hodony ollicialGcords

oiicial Rocord: Al book, papeE maps. photogEphs, mgchine readabe msteiaLs, or olher
documenkry maie.als €gardless ofphys csllod or characl€isl cs made or receivod bvai Nca
fac, ily ii conneclion wilh lh6 traisaclDn of public bus ness and pB3efled or appropiale pr€s€fralron
byrhalfacrltyasevidenceotlheoaafizalo.,lunclions.polces declsio.s procedures operatbns
or orheraclviires ol the Govemme.t of b66use of lhe inlonaiDn va ue ol data n lhem

Pedom.nc. Moa.!to(.): A melhod !s6d lo sssess pedomance llmayincudeoulpuls,
indlcaloB inlemediare oulcofl es, orout@fres

P.nom.nc. Rooutononl!: asDeciiccritonalhal 3 equn€d lo ach eve lhe p€doman@ erpecled
Forexampe n a conlGcl ( may be sel oullhala contradof musl mow g.ass 

'. a cemer€ryon@a
week iom lale May unl I m d-sept€mber This is a pedoman@ €qutemenl

P..lom:nc. T.rgot A level ol perlom..ce iib.ded lo be schieved within a sp€cilied tmeframe
TaEels ae cealed as pan oflho plann nq pro@ss lo sel dist nci loals and lo.ct as a €lalysl lor

Plantinq B6dr Adel'ned area ol non-tudlype planling malei.l The peimet{ Ls oullined and bed rs

liled wilh ground cover 3nd/or oihq non-lldplanl maieial

R6cord. Conrrol Schodlle: Ascheduelistrnglhelinaldrspositionolallrecordsunde.the
ju nsdiclion of lh e Na tiona con elery Ad m nislGtion ll apples to tecordr n alLlomals (paper'

elecrrc.ic. m sofilm. etc ) Thescheduleslso nclldes elenlion instruchons iiom lhe Natoial
Archives a.d RecodsAdm mslralion {NAtlA)Gene6 Recods Sch.dules a.d those speclli€lv
approved by NARA lor unlque Nca re@rds

R*rroon ch.ckli3t Aslandardized checklist used lo ensuG Ihal reslr@ms arecl€anandwel

Rul6s olBohavlor: a documonl an ndvdualis egv rcd lo sgn belore b.i.g g.anled acess to
NCA s Lnfomat oi Sttteds ( ndependenl Gateway Remol€ Ac6ss System, Erchange Mai Svslem
Appl €lions SFlem. Te ecomfrun €lon System, lBaA loCU andACRS) TheRu6otaehavor
cleadvd6lin6alo resoonsbl ies anderpoct€d behaviorolal ndividuas wilh access lo Infomation
Systens employed by NCA

sensltlveo.t: woftststons €n a@ess highly sensil ve infomal on, ncludng but notlimledto
socialsecuniy iudbeGand nexl-olkin rnlormation vafolsNcAcompuln9resolrcesmanipulat€.
generale and storc sensihve vele.an and 6mploy€6 data. and highly cass'lLed emeaencv
mobiealionda(a The@for€,3 h gh degree ol secuiry for lhe sy.tems ismandalorylo prolecl lhe
conldenliaily. nregfly. and ava labiily of lhe data.

SolidW..t. Rscycllnq ProgEh: A program develop€d st tho @netery in compl ance w(rr local

Stale and FedaG rogualons tocolecl and sepa.ste so id wasl€ lo m.xidize pollullon prevenlon
techiiques ie, paper. g a5s botles lars, aluminum.nd ste6lcaB tir€s, batlenes. cadboad
p umbing lxtues tence maleial,lumber,Insulation,.ding, pan6ling. foo .g, carpet a.d padt
paslicaheeli.s and plastio aminale pping a.dwirng



Spolls Ar..: No dlnq area lor @mpost and so | €moved lrom gravesles

structu.o: A structure is a man.made asset lhal do6 no! fall under fte building denn tun Conmon
stfucturer are codmlltalseto @ shelteB. three sided storage enclosures, pufrp house underg@und
pump v3ult, etc st.uctures a.a ulualy op€n lo lh6 wealhe.

Su.konGrav.r Anygravewhereihegradeoflhegravesito snoll6v€landdoesnolbl6ndwthlhe
lrade evelof adlaceni gravesites The sefilemenl presents an lnsalbtaclory appearance. and/or a
mainlenanc or safety s lut o.

suwoy ol S.lbhclion wlth N.tion.l c€n€r.ri6: An annGl surv€y @ndlcled bv NcA lo
delemine evel of family and lurerel director sat6laclion wllh stafl setoice and appea.an@ of

un.ccomoanl€d veteran Burl.l: TheburialofEvete€nwher6non€xtotkiniBknownand/orihe
buia atranoemenls hav€ b€en made bythe publc addinislralor, aVA Med calCente., or an
AnatomyBoard This does nol i.c ude siiualionswheB th€ nen'of'k n has specif callv roquest€d no

Undo.t klng: A prcject, aclivly. or progEm funded in who e or in p.n under the di.ecl or indnect

tursd ction ol a FedeG aeency, incudins: (a)lhosecatred od by or on behafotthe agencv:(B)
those caded oul with Federallinanca assistai@i (C) lhose reluinng a Fede6 p€ml @nse. of
approval and (o)thos€ slblectto slate or ocal@gulation admnisleGd puGuanltoa delegalDn or
approvalbY a Fed66l age.cy

Usrr Lisl: A user ist is compised ol ndivduals who have been granted access pnvLbges (logon

credenliaB) lo a nefwo|k, application, a.d or system lor ihe expl'ci p!rpo56 ot compleli.g 
'ne 

oi

vbu.lly Promlnentarea: Ths rete6toareaswthna nat onal @nelery lh.t anEct noiicedueto
whal is in lhe area (fo. exanp e, a @metery s enl€ic€ way. a.!€mbly srea i.lermenl aroas, pub ic
mformar on bu ld n9. commirra setoice shele(s) vis lof enkance io lh€ adm n sirat on buiding
lodges and olher b! ld nqs in prcminent ocations, andlor memora paih)or topoq6phvwhich makes
the area vbua lv prominenl whieallpadsolanatonalcemeleryarenaloia shrneaeas those

lhal a@ esua ly prcn nent ollen provide famiLies and v slofs wlh lhe If6l impression oflhe

wll.rFo.turer Landscape design using walerdeco€tNe y o.tunclionallv i e , founlains. poo s

ialu6l or ma.-m5de Donds, waledal . and/or akos.

worksyaton3: This is howa lacillyswolkand jobdesQn compensalon csreerprogresson ano

€lated wolkfore p€clices €.abl6 employees lo achieve h th pedoman@ n a lopeBtons

Watetul..: A grounds ma.agemenl6n@pl lhal inco.porates water co^seding lands€png such
as.useolnativeplanlsandqrassesrn ieuollGdihona luf qrass


